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Future bosses in training—see page 24 
@ Graduate business school trains women as executives 
e@ Office automation—how far have we come today? 


@ How to handle office employees’ grievances 
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Smart management all over the country 
consistently chooses the IBM Electric over 
all others—and for many good reasons. 


These people know IBM is the world 
leader in electric typewriter progress, 
performance, and popularity. So for 
exciting new developments 

and revolutionary solutions to typing 
problems, they know IBM will 

be first with the best! 

And they know the IBM Electric boosts 
office efficiency. It saves time 

_and energy — helps turn out more 
typing in less time. 

Your IBM representative can show you 
why the IBM is the wisest, most practical 
electric typewriter choice for your 
company, too. Call him for more 
information and a demonstration. 
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ELECTRIC . .-.WORLD LEADER /A/ PROGRESS, 
TYPEWRITERS PERFORMANCE, AND POPULARITY 
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BY TELEPHONE 


It’s quick and economical 


When you get an inquiry from out-of-town, reach for 
your telephone. That way you get to the prospect 
before competitors—while he’s still interested. You 
can answer his questions, write the order quickly, 
personally. 


A popular idea. A profitable one, too. Why not 
try it vourself? 


BELL TELEPHONE SYSTEM 
Call by Number. It’s Twice as Fast. 


Have you serutce 


facilities in this area? 


LONG DISTANCE RATES ARE 


Daytime Station-to-Stat 
First 


For example: Minutes 
Cleveland to Detroit 55¢ 
Buffalo to Boston $110 


Washington, D.C., 
to Indianapolis $125 


Dallas to Chicago $150 
Add 10% Federal Excise Tax 


LOW 


ion Calls 
Each 


Three Additional 


Minute 


15¢ 
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My new office fits me like a glove! 
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And, the reason is simple . . . because a Macey- 
Fowler office is a planned office, keenly keyed 
to the needs of the individual. Macey-Fowler has 
the experience and the skilled personnel to 
appraise and execute executive requirements. . . 
whether for a complete suite or a few steel desks 
and filing cabinets. Regardless of your need, large 
or small, you will find that your dollar buys more 
quality at Macey-Fowler! 


BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 Mac ef Towler NEW YORK: 305 EAST 63rd STREET - TEmpleton asd 


OFFICE MANAGEMENT 
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Women in management (Editorial) ..------.----+-: 23 
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“Office of the Year” award winners—1956 -------- 30 


Three computers speed data flow at Metropolitan Life 32 
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This month: number machines; time recorders 
and stamps; check devices. 


THIS CLASSROOM - group 
could be discussing any subject 
in the liberal arts curriculum, 
from philosophy to 18th century 
poetry. Actually, what they’re 
discussing is business—an actual 
business problem—and how best 
to meet it, in the only graduate 
business course for women in 
this country. See story, page 24. 
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Central and South America. Other countries $9 a year. Single copies 45c; Yearbook 
Issue $1. Copyright 1956 by Andrew Goyer SecA Biome, Inc.; all rights reserved. Also 
publisher of Geyer's Dealer Topics, Who Makes It and Where, and The Gift and 
Art Buyer. Please give 60 days’ notification of any change of your address. Re- 
entered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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Here 1s office evolution the Friden Street way — 
automatization that’s practical (and affordable) right now. 
in your office. It’s accomplished with IDP punched tape. 
Today even small and medium-size businesses are adopting 
this astonishing “no hands” technique. It simplifies 
complex routines. It eliminates human errors. It reduces 
time costs hugely. IDP is Integrated Data Processing. 

It is one automatic Friden office machine talking to another 
...and another and another...in a code language 

common to them all... from data origination and 
interpretation to final filing. Friden is the leader in this 
evolutionary era of office efficiency because Friden creates 
the Tape-Talk machines that make possible the new 
automated systems. Installed one at a time or progressively, 
ae each machine quickly pays for itself. 
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is adding « listing m: ie with tape 
unch. mechamteny. A key IDP unit, the Add-Punch 
writes” punched tape while printing on adding machine _ ...is the essential programmer in many IDP systems. 
ape. The punched tape can be interpreted by other Operating alone or in combination with other automatic 
imilarly-equipped machines. Typical Add-Punch func- _ machines, this famed Calculator performs more steps 
ons include recording of retail sales, sales audit, produc. in figure-work without operator decisions than any other 
on and inventory control, and oding statistical data. é calculating machine ever developed. 


ae 


FRIDEN TAPE-TALK machines described 
briefly here are representative of many 
|| more units which can be integrated for 
] specialized data processing. Whatever 
' { your problem, ask Friden! 

Typical job routines Friden Tape-Talk 
machines process automatically include: 
Invoices, sales orders, shipment mani- 
fests, inspection reports, time cards, 
package tags and tickets. 

To see for yourself how Friden IDP 
Rd ' works—beginning with the famed Friden 


Calculator and Adding Machine—call | eagle calculating. Equipped with automatic ‘shoe 


: : punch and reader, it interprets and records both alpha- 
your nearby Friden agency or write betical and numerical data. Produces tape enabling other 


FRIDEN CALCULATING MACHINE Co., machines to transfer data to punched cards’ or account- 
: . ing records; or data may be sent by wire to other : 
| Inc., San Leandro, California... sales, Fie frigen Compe ta wididly, 86d te aysternsciin 
instruction and service throughout the _ ing, inventory, cost analysis, sales distribution, statisti 


U.S. and world. 


heir accounting automatic. Whatever is typed of oe 

‘owriter—an invoice, for example —is also repro- 
ra on by-product punched tape. Tape can then be 
ane sed by other common language Tape -Talk ma- 

at nearest IDP center. Flexowriter tape can also ~~ ...has 10-key patented keyboard, Visible Check window 
De 2 used to actuate address plate embossing gonceses cle for accuracy. Models available with or without automatic 
abulating card pul omputer bs step-over of multiplicand. Specialized extensions and 
other \ ae ; adaptations of the Friden Adding Machine actuate tape. 


© Friden Calculating Machine Co., Ine. 
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Even their shepherd admits he can't fig 
out which is which. You'll be pleasantly 
surprised to find out that the last 

duplicated copy looks just like the first 


when you use all-new Colitho Direct Image 


Paper Plates and duplicating supplies. 


ure 


The secret of this greater uniformity is that 


from plate to plate, box to box and 
shipment to shipment, Colitho 

Direct Image Paper Plates are 

ph Control-coated to closer 

tolerances than ever before. And 
Colitho Etch and Fountain Solution are 
specially formulated to bring out the e 
same sparkling appearance from 
every plate. 


Systems men and duplicator operators 
country over are discovering this great 
new uniformity Colitho gives all their 
offset duplicating. For the name of 
your nearest Colitho supplier, write: 


Columbia Ribbon & Carbon Mfg. Co., Inc. 


Glen Cove, New York. 


COLITHO 
OFFSET 


COPIES 
that look 


alike 


xact 


the 


DIRECT IMAGE 


DUPLICATING 
PLATES 

AND 
SUPPLIES 


PAPER PLATES 


OFFSET DUPLICATING 
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Executives’ compensation 
shows 18-mornth increase 


Compensation of high-echelon cor- 
porate executives has increased an 
average of 5.9 per cent in the eighteen. 
month period, January, "55 to June, 
56, according to the seventh annual 
survey on top management compen- 
sation recently distributed to sub. 
scribers by the Executive Compensa- 
tion Service of the American Man- 
agement Association. The study an- 
alyzed salaries, bonuses and company 
contributions to retirement funds 
paid to more than 28,000 major execu- 
tives in more than 3,300 American 
and Canadian companies. 

Average weekly earnings of pro- 
duction workers in all manufacturing 
industries, as reported by the Bureau 
of Labor Statistics, also increased 5.9 
per cent between January, 1955 and 
January, 1956. Corresponding aver. 
age increases in annual compensa- 
tions for the other groups whose pay 
is studied by the ECS were: 

Middle management (March, 1955 
— March, 1956): Five per cent; sales 
personnel (spring, 1955 — spring, 
1956): Three and one-half per cent; 
engineers, scientists, and other admin- 
istrative and technical personnel 
(May, 1955 — May, 1956): 8.6 per 
cent. 

In 1955, about 48 per cent of top 
executives for whom comparable in- 
formation was available received 
higher base salaries than in the pre- 
vious year, as compared to 38 per 
cent in 1954. Bonus payments, which 
represent an overall 16 per cent of 
base salary, did not change materially 
as a percentage of base salary, but 
the number of executives participat- 
ing in these plans increased in 1955. 
Company contributions to retirement 
plans advanced by slightly more than 
three per cent. 

Many factors influence compensa- 
tion payments, the report emphasized; 
individual company needs, growth 
and financial conditions all have their 
effect. According to Dean H. Rosen- 
steel, director of ECS, the results of 
the new survey and of the six previous 
annual studies indicate that the for- 
tunes of top executive personnel are 
more directly tied to economic trends 
than are those of any other segment 
of the population. 

This latest survey was the most 
comprehensive ever conducted on the 
subject, the AMA reports, and includ- 
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is U foreman 


Time was when Pete wore the grubbiest 
work clothes he could find. He had to — 
with all the trouble-shooting he did. And 


_as production fell behind he sometimes 


even had to fill in on a machine. What a 
waste of a good foreman! 


Today, you’ll find Pete in a white shirt 
— and tie. No longer does he do other 
men’s work. Now he’s the real right hand 
his management needs and wants. 


Pete’s management, you see, discovered 
the Keysort Plant Control Plan. And 
PCP helped change this situation — right 
in the office. 


PCP not only helps management plan 


in advance, it helps you as well. With a 
minimum clerical burden, you achieve 
greater reporting accuracy — flexibly, 
easily. Your office people simply punch 
pertinent information into the Keysort 
cards... Keysort them... and summa- 
rize direct to reports. There’s no tran- 
scribing ... no costly, time-consuming 
intermediate steps. You work with the 
original document only. Information is 
gathered daily — as it happens. Manage- 
ment gets it on time. And at remarkably 
low cost. 

The nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us. 


€ n 
S%e Sece $$ eee? “Coe S$ % $$ @ 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio ¢ Division of Royal McBee Corporation 
Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Elbe binders keep company 
with America’s outstanding 
management systems and 
procedures. Call us when 
ee planning your next manual. 
feist We’ve been loose-leaf spe- 

cialists for half-a-century. 


Elbe File « Binder co, inc. 


FALL RIVER, MASSACHUSETTS 
New York Showroom: 411 Fourth Ave. 


ONE OF AMERICA'S LARGEST MFRS, OF LOOSE LEAF PRODUCTS 


FREE! Write Dept. 0-3 for 


ed compensation data on 62 positions 
in more than 50 industrial classfica- 
tions. 


Ohio Packing Co, installs 
employee benefit plan 


A new profit-sharing plan which 
guarantees benefits to employees or 
beneficiaries has been introduced by 
the Ohio Packing Co., Columbus, 
under its pension-insurance arrange- 
ment with Mutual of New York and 
the Ohio National Bank. 

According to President Edward 
Wilke, the Columbus firm has ar- 
ranged for MONY to underwrite the 
plan. The company will deposit a 
portion of its profits annually in Ohio 
National, and the bank, as trustee 
for the funds, will pay the premium 
to MONY. 

Detailing benefits for the 92 em- 
ployees under the program, MONY 
reported the plan provides for a re- 
tirement income which, when com- 
bined with Social Security payments, 
equals about 25 per cent or more 
of salary. If an employee dies within 
five years after the normal retirement 
age of 65, the remaining income that 
would have been due him during 
that period will be paid to his bene- 
ficiary. 

If the employee dies before the 
normal retirement date, MONY con- 
tinued, the beneficiary will receive 
a lump-sum benefit equal to about 
five years’ retirement income. A 
special benefit for married employees 
who die before normal retirement 
provides the widow or other bene- 
ficiary with a monthly income pay- 
able until the deceased employee 
would have reached 65. 

Commenting on the program, Mr. 
Wilke said “this combination of 
profit-sharing, pension and insurance 
will assure older men of their pen- 
sions, and younger men will be as- 
sured of the same pension plus a 
profit share which will increase their 
pension if they remain with us until 
normal retirement.” 


Survey shows jump in weekly 
clerical salaries in 1956 


A marked increase over 1955 in 
weekly salaries for clerical workers, 
and trends toward shorter work 
weeks and bi-weekly pay periods 
were in evidence in New York City 
last year, according to a recent survey 
conducted by the Office Executives 


10 For More Information From Advertisers Use Readers' Inquiry Coupon on Last Page 


Association of New York, Inc. 

Among the 24 clerical classifications 
surveyed, 22 showed weekly salary 
increases in 1956 ranging from a low 
of $1 to a high of $11; most in 
creases, however, averaged between 
$2 and $5. Public utilities participat. 
ing in the survey showed the highest 
salary average in 11 classifications, 
closely followed by manufacturers of 
petroleum products which accounted 
for the highest average in nine other 
classifications. Highest averages, ac- 
cording to the survey, were recorded 
by companies of more than 1000 em- 
ployees in 15 categories, and by com- 
panies of 100 or less in the remaining 
nine. 

Concerning the five-day work 
week, the survey indicated a continu- 
ing trend toward the 35-hour, five- 
day week, with 63 per cent of sur- 
veyed companies operating on this 
basis. Similiarly, the number of com- 
panies requiring employees to work 
mre than 37 hours a week decreased 
from 21.6 per cent in 1955 to 12 per 
cent. 


The survey also disclosed that the 
practice of paying employees on a 
weekly basis is losing ground to the 
bi-weekly method. Although the 
semi-monthly method is the most 
popular — 40.7 per cent of companies 
— bi-weekly payment now is used 
by nearly a third of the companies 
questioned. 

Termed the Survey of Office Salar- 
ies in New York City, the report is 
based on questions sent to 108 rep- 
resentative companies of all sizes on 
salaries paid to almost 25,000 em- 
ployees. Information on such _posi- 
tions as messenger, bookkeeper, gen- 
eral clerk, typist, tabulating machine 
operator and private secretary was 
requested. 

Other office policies revealed by 
the survey included: 

Salary raises: Most commonly used 
method for determining pay increases 
is job evaluation and/or merit rating, 
with the importance of the latter hav- 
ing surged upward in 1956. 

Paid holidays: More than 40 per 
cent provide 11 paid holidays each 
year, representing an increase from 
28.6 per cent in 1955. 

Fringe Benefits: Only eight of the 
108 companies surveyed did not provide 
employee pension plans, and all pro- 
vided some form of group insurance, 
hospitalization and surgical service. 
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All Your Literature f 
right in Your Own Office 


h this remarkable new plastic binding®. You can create 
modern prestige-build 
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GBC system you can quickly plas- your own 
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at one time 


Yes, with the amazing new Rex-O-Graph duplicator 
quality reproduction is assured. The new “‘Rex-Flow”’ fluid 
distributor does away with critical adjustments. You 

get perfect reproduction from the first to the last print . . . 
a quality reproduction never before believed possible on 
spirit duplicators. It eliminates waste—saves time and 
money. It gives you the help you need when you want to 
produce quantity copies quickly. Prints any size from post 
card to 14x17” in one, two or up to five colors at one 

time. It can do all this, for you, for less than 4¢ per copy. 
Anyone can operate it. 


Rex-O-Graph Division 812 W. Belmont Ave. 
General Binding Corporation Chicago 14, Illinois 


New “Rex-Flow” Fluid Distributor 
Rex-O-Graph duplicators are engi- 
neered with a new “Rex-Flow” multi- 
roller printing press system for 
distribution of fluid. It eliminates 
messy wicks, assures uniform 
moistening and quality repro- 
duction from first to last print. 


General Binding 5 Cont ration 


eae AIR MAIL 812 West Belmont Avenue 
FIRST CLASS Chicago 14, Illinois 


Permit No. 36621 

(Sec. 34.9 P.L&R.) Gentlemen: Please send me new free 
Chicago 14, Ill. plastic bound book on how Rex-O- 

Graph duplicators can be helpful to 

my organization. I understand there 
BUSINESS REPLY CARD is no obligation. 

No postage stamp necessary if mailed in the United States 


General Binding Corporation Position _ 
812 West Belmont Avenue 


Chicago 14, Illinois Organization__ 
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In Short— 


Office machine firm offers 
jobs to Hungarian escapees 


Job openings as Facit, Inc. service 
mechanics trainees are being offered 
i Hungarian victims of Soviet totali- 
tarianism now at Camp Kilmer, N. J., 
Erik Ohlsson, company president, has 
announced. Arrangements are in 
progress for the selection of men in- 
terested in the offer through special 
American-Hungarian emergency re- 
lief organizations. Upon joining the 
company, the men will be trained as 
service mechanics on Facit’s line of 
calculators, adding machines and 
typewriters. Eventually they will be 
placed as technicians in the firm’s 
nationwide office machine-dealer net- 
work, 


NOMA film shows how clerical 
operations can be automated 


Methods by which office machines 


ing companies may be integrated into 
an automatic data transcribing system 
is the subject of a new film, “Inte- 


grated Data Processing,” recently 
completed by the National Office 
Management Association. Indicating 


f how “memory storing” media such 
) as tapes or cards can reduce duplica- 
tion of manual operations, the film 
balances ordinary manual procedures 
used by many offices for an order- 
entry system with an equivalent au- 
_tomated system which performs the 
same operations automatically. Prints 
of this 35-minute, 16 mm sound and 
color film may be purchased for in- 
ternal educational business use from 
NOMA at its Willow Grove, Pa. 
headquarters. 


$ 


_ IBM service bureau is transferred 
to new company 
_ International Business Machines 
} Corp. announced last month transfer 
| of control of its nationwide service 
| bureau operations to a new wholly- 
owned subsidiary corporation to be 
‘ known as The Service Bureau Corp. 
The company will utilize advanced 
accounting machine and_ electronic 
equipment to handle commercial and 
Scientific data processing for custom- 
rs on an hourly or volume basis. 
» President of the new company is O. 
M. Scott, former general sales man- 
ger of the Electric Accounting Ma- 
chine Division of IBM. 
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Spur in modernization of | 
office procedures predicted | 

American business will spend a 
minimum of $1,000,000,000 within 
the next three years to modern- 
ize office procedures to keep pace 
with a fast-growing economy, pre- | 
dicts Walter W. Finke, president of | 
Datamatic Corp. Estimating that at | 
least 1000 firms are “losing money | 
every day they struggle to stem the 
mountainous tide of paperwork with| 
obsolete equipment and clerical, bill- 
ing and bookkeeping procedures that 
are fast becoming outdated,” Mr. | 
Finke said in his year-end forecast 
that the current business climate will 
stimulate sales of electronic computer 
systems. Meanwhile, the Value Line 
Investment Survey, recently published 
by Arnold Bernhard & Co., declares | 
that sales of office equipment are 
likely to forge ahead in 1957. Stand- 
ard equipment provides a sturdy base 
for further sales expansion, the sur- | 
vey concludes, and upon that base 
an enormous growth in the use of 
the sophisticated electronic computers 
and processing equipment is visual-| 
ized. | 


| 

Marchant common stock | 
listed on NYSE 

Marchant Calculators, Inc. of Oak- 

land, Calif., manufacturer of calcu-| 

lating machines, recenty joined the | 


roster of companies whose secur-| 
ities are listed on the New York 
Stock Exchange. The company’s 


common stock opened January 3 on 
a block of 700 shares at 37!4, the first 
transaction, incidentally, recorded by 
the exchange’s ticker tape for that 
day. The stock reached a first-day 
high of 38 and closed at 37. 


Connecticut General releases 
film on group insurance 


“The Lifetime Look,” a color mo- 
tion picture presented by the Con- 
necticut General Life Insurance Co., 
was previewed recently in New York 
prior to a “road show” presentation 
to nationwide audiences of company | 
agencies and clients. Dramatizing | 
methods to promote the firm’s BEU | 
(Better Employee Understanding) 
Policy regarding benefits derived | 
from group insurance, the 43-minute 
film illustrates various types of insur- | 
ance and retirement plans available | 
to business. It was produced by Par- 
thenon Pictures, Inc., Hollywood, 
under the direction of Charles A. 


ADJUSTABLE TO INDIVIDUAL NEEDS 


Eevery one of these attractive Sengbusch steel 
filing aids will increase office efficiency .. . 
eliminate many wasted motions. This complete 
line has all the exclusive features you want 
for true desk-top organization. Every item com- 
bines highest quality and workmanship at a 
sensible price. Ask your stationery or office 
supply dealer about the famous line of Seng- 
busch steel filing aids today! “Can't Be Beat 
To Keep Desk Tops Neat!” 


Xb KLERADESK 


DESK-TOP FILE keeps papers within 
easy reach, yet assures complete pri- 
vacy. Sturdy all-steel construction... 
easily inserted extra center sections, 
3 in., 6 in., 10 in. floors, available... 
choice of seven gleaming baked enamel 
colors. E-Konomy models in steel, and 
steeless in treated Hardboard, also 
available. 


‘*BUILD-UP’’ 


DESK TRAYS, precision made, are a 
versatile improvement over ordinary 
IN and OUT trays. Both letter and 
legal sizes may be used in stacks of 
two, three or more — precisely inter- 
locked. Heavy steel . . . label holder 
both ends . . . bright baked enamel 
finish available in five colors. Trim 
plates covering slots of top tray in- 
cluded, 


Xb cATA-RACK 


DESK TOP RACK keeps large directo- 
ries, catalogs and books neatly in place 
for finger-tip use. May be used in the 
home for record storage, filing sheet 
music and dozens of other items. Eight 
two-inch compartments . + rugged 
steel construction. 


ADAPTO-RACK 


DESK ORGANIZER features strong steel 
base with 9 gauge steel wire separa- 
tors for functional good looks. Sepa- 
rators provide as many as 8 adjust- 
able compartments with provisions to 
increase to 14 compartments. Real 
desk-top efficiency at an economical 
price. 


xb FiLe-A-sist 

FILING TRAY quickly hooks on left or 
right side of any file drawer for quick, 
“*hands free’’ filing. Holds letter and 
legal size sheets . . . handy slanting 
bottom keeps papers in place when 
filing. Cuts filing fatigue. Green, gray, 
mist green, or desert tan finish. 


Visit or call your Stationery or 
Office Supply House Today! 


If not available locally, 
send for any Sengbusch Office 
Aid on 30 Days FREE Trial. 


FILE-A-SIST 


30 DAYS FREE TRIAL COUPON 


® 127 SENGBUSCH BUILDING 
MILWAUKEE 3, WISCONSIN 


‘““BUILD-UP"’ 


ste a 


® 127 Sengbusch Buildin 


path kee 3, Wi ; 


Without Obligation, send us the items checked. After 30 days 
trial, we will either return the 
item or send our remittance. 
() Desk Set ... 
C) Sanitouch 

C) Sponge Cup 


() Adapto-Rack 
CD File-A-Sist . 
(C) Cata-Rack 
( Desk Tray (1) 


[) Ideal Moistener ......$2.50 (C Klearadesk ............ 
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“Success” stories of how xerography 


is saving these companies 
$6,000 to $250,000 a year! 


OA bec 0 Reser writing 
Aw "Fanner beaten 


Combane 


YOUR company, too, can cut duplicating costs 


and speed paperwork with 
XEROGRAPHY 


THE DRY, ELECTROSTATIC COPYING PROCESS 


All types of companies are SAVING TIME, AND FROM 
$6,000 ro $250,000 YEARLY, using xerography to 
copy onto masters for duplicating. Case histories 
on the use of xerography in business, industry and 
government are shown on this page. These are only 
a few of the many “proof-of-performance” folders 
available to show you how others are speeding 
paperwork and cutting duplicating costs. 

Perhaps, many of these companies had _paper- 
work problems similar to yours. The uses for 
xerography are endless and vary with the business, 
industry or government items to be copied: Price 
Lists, Directories, Progressive Reports, Production 
Orders, Engineering Drawings, Instruction Manu- 
als, Charts, Catalogs, Sales Bulletins, Internal 
Forms, and other paperwork where there is a need 
for one or thousands of copies. XER@EGRAPHY SAVES 
TIME: One company does, in 10 minutes, what for- 
merly took 2 days! XEROGRAPHY SAVES MONEY: One 
company reports saving $5.91 a plate by copying 
onto paper masters by xerography. 


Anything written, printed, typed or drawn 
can be quickly copied by xerography onto 
masters for duplicating. Copies in the same, 
enlarged, or reduced size can be made 
from one or both sides of 
the original material. 


THE HALOID COMPANY 
57-80X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
| The fastest, se heneeet most versatile way to make masters fo dpting 
Bendel 
14 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


WRIT for “‘proof-of-performance” folders showing how 
xerography speeds paperwork and cuts duplicating 
costs for companies in your field. No obligation. 


Southern California Business Show 
set for mid-February 


The tenth annual Southern Cali- 
fornia Business Show, designed to 
exhibit the latest in office equipment 
and materials available to business 
and industry, will be held from Feb- 
ruary 19 through 22 in the Ambassa- 
dor Hotel in Los Angeles. Sponsored 
by the Los Angeles Chapter of the 
National Association of Cost Account- 
ants, the show will feature demonstra- 
tions of 1500 different types of office 
machines, valued at $3,000,000, from 
more than 60 companies. 


IBM publishes new quarterly 
scientific magazine 


The first edition of “The IBM Jour- 
nal of Research and Development,” a 
new quarterly magazine of scientific 
information from International Busi- 
ness Machines Corp., was published 
last month. Purposes of the Journal, 
according to the company, are to pub- 
lish original works by IBM scientists 
and engineers and to help promote 
more rapid dissemination of scientific 
and technical information within 
American industry and throughout 
the world. The magazine is available 
by subscription at an annual cost of 
$3.50. 


Speaker declares cost variance 
analysis aids in decision-making 

Cost variance analysis — a com- 
parison between actual and estimated 
cost — can assume a leading role 
as a management tool in making 
sound, profitable business decisions. 
American Management Association 
members were told recently — by 
William J. McCann, assistant con- 
troller, Standard Steel Corp. of Los 
Angeles. Addressing AMA’s West 
Coast Finance Seminar at the Bilt- 
more Hotel in Los Angeles, Mr. 
McCann declared that all sizes and 
types of business should include and 
use cost variance analysis to provide 
effective modern cost systems. “Mov- 
ing into an era of servo-mechanics 
with automation and electronic de- 
vices playing an important part, 
management must have reliable basic 
cost figures and design variance ana- 
lyses that are acceptable, understand- 
able and usable,” he said, adding that 
utilization of this analysis will enable 
management to concentrate its efforts 
on corrections of unfavorable condi- 
tions as opposed to analyzing the en- 
tire operation. 
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Modern Management Counts on Marchant 


FEBRUARY 1957 
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"Fast ? Its 
almost frightening!" 


The fastest calculator of all is Marchant. That’s 
because a Marchant’s dials are driven smoothly 
and quietly by its unique, constantly meshed train 
of proportional gears at 1,300 counts per minute 
—twice the speed of any other calculator. 


The Marchant has other important advantages, 
too. Ease of operation is one. Trouble-free depend- 
ability is another—hand in hand with time and 
money saved. And the Marchant gives you con- 
tinuous proof—a straight-line, true-figure dial 
check of every number entered during acalculation. 


What do those advantages add up to? To your 
assurance of the utmost accuracy in your figure- 
work, and to a more efficient and profitable opera- 
tion of your business. 


MARCHANT 
CALCULATORS 


OAKLAND 8, CALIFORNIA 
Mail this coupon, with your business letterhead, to 
the address above for free: E-2 


Descriptive literature on Marchant Calculators © 
Index to Modern Figuring by Marchant Methods 0 


FULLY AUTOMATIC 
MARCHANT FIGUREMASTER 
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Brighten up your letters with 
this Quality Letterhead Paper 


Brighter, whiter WESTON BOND adds new 
sparkle to your correspondence . . . lifts your sales 
letters above the clamor of the daily mail . . . com- 
mands complete attention to all your messages. 

Because brighter, whiter WESTON BOND is in the 
most economical cotton content grade, it is today’s 
biggest bargain in quality letterhead paper. Compare 
it for whiteness, brightness, opacity, texture, im- 
pressiveness. Then ask your printer to use it for your 
next lot of letterheads. When you see the difference, 
you'll be glad you did. Write for sample book. 
Address Dept.OM. Byron Weston Company, Dalton, 
Massachusetts. Makers of Fine Papers for Business 
Records Since 1863. 


WESTON BOND 


~~). Cotton: 


Books and Pamphlets 


Handbook of Commercial, Financial 
and Information Services, compiled 
by Walter Hausdorfer, assisted by a 
special committee of the Financial 
Division, Special Libraries Associa- 
tion. This fifth edition of the Hand- 
book, compiled by the Librarian of 
Temple University in Philadelphia, 
describes in detail 776 organizations 
which supply specialized information 
on a contract or demand basis. In- 
vestment, taxation, market research, 
insurance, utility, advertising, trans- 
portation and other specialized agen- 
cies in the United States, Canada and 
overseas are covered in entries, ar- 
ranged alphabetically by firm names, 
Entries, based on authoritative data 
supplied by the organizations them- 
selves, include addresses, periodical 
and book publications, and scope and 
type of services offered. When fur- 
nished, the entries also include prices 
and charges for these services. Special 
Libraries Association, 31 E. 10th St., 
New York 3. Price, $5. 


1956-57 New Jersey Industrial Direc- 
tory. Offering complete information 
on more than 13,000 firms, the Di- 
rectory features three sections. One 
is an alphabetical listing of all firms 
in the state; the second, divided into 
counties and municipalities, lists 
names and addresses of the firms, 
their products, number of employees 
and names of officers; and a final 
section lists firms according to prod- 
ucts manufactured, with descriptions 
of each of the Standard Industrial 
Classifications. Directory, 400 38th 
St., Union City, N. J. Price, $25. 


Accounting Trends and Tech- 
niques, published by the American 
Institute of Accountants. This annu- 
al survey report, tenth in a series, 
analyzes the reports of 600 typical 
industrial corporations, highlighting 
data included in their financial state- 
ments. It includes more than 100 
comparative tables and hundreds of 
examples of current accounting prac- 
tices and trends. For the first time, 
recent accounting research bulletins 
are included in an appendix. Ameri- 
can Institute of Accountants, 270 
Madison Ave., New York 16. Price, 
$15 (paper bound). 
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Exclusively yours: 


timesaving 


pin a NY KEYBOARD CONTROL 
Ma ee hg a : a “, 
oe ‘ on the world's fastest electric 


To give easier, faster typing — with no 
waste motion, all operating controls 

are located in the keyboard area on the 
Smith-Corona electric. In addition, there 
are many other Smith-Corona exclusives: 
Half Spacing . . . easiest, simplest method 

of error control and line justification. 

Page Gage. . . amazing device that lets you 
set a “bottom margin,” eliminating the 
usual worry about end-of-page typing. 

Call your local Smith-Corona representative 
today for a ten-minute demonstration. 


Py best business 
connection you ever made 


SMITH-CORONA ELECTRIC 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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for any office 


large or small... 


" ‘Homseuna_owiper-waLe 


pays off beautifully 


New HAUSERMAN Divider-Wall creates attractive, individual 
work units that can bring efficient order to sprawling 
general-office areas. Easy to erect or rearrange quickly, 
Divider-Wall defines department areas, establishes traffic 
lanes and screens employees from annoying distractions. 


With Divider-Wall standard colors—green, gray and tan, 
in addition to coral for gates—two dozen striking combi- 
nations of gate, panel and post colors are possible. And it’s 
permanent color, too. The HAUSERMAN baked-enamel finish 
never needs repainting . . . just periodic washing. 


To see Divider-Wall first hand, consult the Yellow Pages and 
call your nearest HAUSERMAN representative. He will gladly 
arrange for you to visit a nearby Divider-Wall installation. 


MOVABLE HAUSERMAN INTERIORS 


National Lifetime Service ...an Exclusive Hauserman Dividend 


* THE E.F. HAUSERMAN COMPANY 
7118 Grant Avenue, Cleveland 5, Ohio 
Hauserman of Canada, Ltd., Toronto, Ontario 


Please send your free full-color Divider-Wall 


booklet to: 

Name 

Company Title 
Street 

City Zone State 


Free Booklets 


Se eee eeee 


| Office firms merge, expand; 


others announce moves 


Bird & Son, Ine. 

Announcement of a new three-story 
administrative 
about 275 executives and employees 
of Bird & Son, Inc. was made recent- 
ly by A. H. Anderson, president of 


building to house 


the Massachusetts manufacturing 
concern. 

Of reinforced concrete and_ brick. 
the building will be constructed on 
a 13 and one-half acre site in East 
Walpole by the New England Mutual 
Life Insurance Co. The completed 
structure will contain approximately 
50,000 square feet and is scheduled 
for occupancy in early 1958. 


Chart-Pak, Ine. 

Chart-Pak, Inc., manufacturers of 
visual aids and graphic and_ pictorial 
materials, has moved its entire produc- 
tion facilities and executive headquar- 
ters from its Stamford, Conn. offices to 
a new plant in Leeds, Mass. The new 
building, of brick veneer and cinder 
block, features, a completely glassed-in 
office area. 

Architect for the one-story structure 
was James A. Britton, and general 
contractor was Thomas A. McCool. 


People in the News 


R. Lynn Galloway has been elected 
assistant controller of Eastman Ko- 
dak Co., Rochester. 


Frederick W. Roberts has been 
elected vice president in charge of 
engineering and research at Dicta- 
phone Corp., New York. 


Joseph A. Thomas, partner in Leh- 
man Brothers, has been elected chair- 
man of the executive committee of 
the Underwood Corp., New York. 
Also elected to the committee were 
Reeve Schley, chairman of Under- 
wood’s board of directors, Fred M. 
Farwell, president, Robert L. Clark- 
son, chairman of the board of the 
American Express Co., and Dudley 
H. Mills, chairman of the board of 
the Discount Corp. of New York. 
Philip D. Wagoner, former chairman 
of the committee, was elected hon- 
orary chairman of the board and will 
continue to serve as director. 


(To page 40) 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 23 IN A SERIES 


How to save money before banking it 


In 70 collection offices of General Electric Supply Com- 
pany, a division of General Electric Company, all in- 
coming checks from customers are photographed in 
low-cost Recordak Junior Microfilmers. 

The simple routine of pressing a button and getting a 
picture did away with a written remittance slip describing 
each and every check ; did away with “cashbook” entries, too. 

The clerical savings in eliminating these relatively easy 
transcription jobs are substantial—run from $1,000 per 
year for a small office to $5,000 for a big city office. 


Boosts daily bank balance 


The speed of Recordak Microfilming makes it possible to 
deposit all incoming checks in local banks the same day 
they are received—even around the 10th of the month 
when volume is heaviest. 


=RECORDEK 


(Subsidiary of Eastman Kodak Company) 


_ originator of modern microfilming— 


RECORDAK CORPORATION 
(Subsidiary of Eastman Kodak Company) F-2 
415 Madison Avenue, New York 17, N. Y. 


Gentlemen: Please send free copy of “Short Cuts that Save Millions.” - 


Many Additional Savings — tedious record keeping is by- 
passed in inventory reconciliation by microfilming records 
of incoming goods-in-transit and outgoing shipments. And 
it is no longer necessary to retype bids which must be 
submitted to the customer on his own forms. Lots of 
short cuts like this! 


And each collection office, of course, now has photo- 
graphically accurate film records, which can be filed in just 
2% of the space previously required . . . and viewed sharp 
and clear in the Recordak Junior’s built-in film reader. - 


FREE Avaluable new booklet, **Short Cuts that Save M illions,” 

shows how routines like yours have been simplified in 
thousands of companies; how Recordak Microfilmers are de- 
signed for all requirements . . . give you up to 
80 pictures for 1¢. 


and its application to business routines Name Position 
Company. Street 
City State 


oF 
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There’s safety in the shine 


if there’s Du Pont Ludox" 
in the floor wax 


Her hurried steps across highly polished 
floors are safer steps because there’s 
“Ludox’—Du Pont’s anti-slip ingredient 
—in the floor wax. Tiny, transparent 
“Ludox” spheres in the wax exert a 
“snubbing” action on every footstep... 
arrest the foot’s forward motion... give 
the foot positive traction. 

Have your maintenance man insist 
on a floor wax that combines safety 
with gloss and water resistance —a floor 
wax properly formulated with Du Pont 
“Ludox.” E. I. du Pont de Nemours & 
Co. (Inc.), Grasselli Chemicals Dept., 
Wilmington 98, Del. 


For safety underfoot, 
specify floor waxes containing 


f LUDOX 


COLLOIDAL SILICA 


RESUS. PaT OFF 
Better Things for Better living — 
... through Chemistry 
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Coming Events 


Executive Conference on Organizing 
and Managing Information. Chicago, 
February 1. 

Sponsor: University College of the 
University of Chicago. Place: Palmer 
House. 


AMA Special Conference on Manag- 
ing the Atom. New York, February 
7-8. 

Sponsor: American Management As- 
sociation. Place: Statler Hotel. 


AMA Mid-Winter Personnel Confer- 
ence. Chicago, February 13-15. 
Sponsor: American Management As- 
sociation. Place: Palmer House. 


Southern California Business Show 
Los Angeles, February 19-22. 
Sponsor: National Association of Cost 
Accountants. Place: The Ambassador 
Hotel. 


Seventeenth Quarterly Meeting of 
the Basie Iron and Steel Industry 
Committee. Pittsburgh, February 21- 
22. 

Sponsor: Basic Iron and Steel Industry 
Committee of the Systems and Pro- 
cedures Association of America. Place: 
Gateway Plaza. 


AMA Third Annual Electronics Con- 
ference. New York, February 25-27. 
Sponsor: American Management As- 
sociation. Place: Statler Hotel. 


1957 Conference on High-Speed Com- 
puters. Baton Rouge, La., March 5-8. 
Sponsor: Louisiana State University. 
Place: Baton Rouge, La. 


AMA Special Insurance Conference 
on Employee’ Benefits. Chicago, 
Mareh 11-12. 

Sponsor: American Management As- 
sociation. Place: Palmer House. 


OMAC Business Show and Seminar. 
Chicago, March 11-14. 

Sponsor: Office Management Associa- 
tion of Chicago. Place: Conrad Hilton 
Hotel. 


Military Automation Exposition. New 
York, March 18-21. 

Sponsor: Richard Rimbach Associates. 
Place: New York Trade Show Build- 
ing. 


AMA Conference on Research and 
Product Development in Medium and 
Small Companies. Chicago, March 
25-27. 

Sponsor: American Management As- 
sociation. Place: Palmer House. 


FEBRUARY 1957 


ond With the EDITORS. 


WITH the story on the Univac in- 
stallation at the Metropolitan Life 
Insurance Co., which appears on 
page 32 of this issue, we end our 
current series of studies of auto- 
mated areas in three companies— 
one small, one medium-sized, one 
very large. The previous studies 
appeared in the August and Sep- 
tember, 1956, issues, and dealt re- 
spectively with the Loan Division 
of the Guaranty Trust Co. of New 
York, and the Art Craft Optical 
Co., of Rochester, N. Y. 


IN EACH instance, the company 
concerned has made haste slowly, 
automating only one area of its op- 
erations at a time, thus indicating 
again a tendency which has ap- 
peared so strongly in the past few 
years. Companies are approaching 
automation with much more cau- 
tion—and much more wisdom— 
than was always shown by the 
pioneers. Interesting, too, is the va- 
riety of equipment used in our 
three instances. Each of the com- 
panies concerned chose products of 
a different manufacturer for the 
heart of its installation, again in- 
dicating the wide range of ma- 
chines available today, and empha- 
sizing the point that the equip- 
ment chosen for any particular 
company must be selected on the 
basis of how well it can serve in the 
system designed for that company, 
that machines must be incidental to 
system rather than the other way 
around. 


THE YEARBOOK issue is moving 
along briskly; we anticipate that 
this year’s product should be even 
better than the 1956 version, which 
won so many kudos from our 
readers. As before, we've surveyed 
a crcss-section of readers to ask 
them what subjects they feel are of 
most concern to those charged with 
office administration these days; 
their valued advice will be a guide 
to many of the major emphases in 
the Yearbook issue. Subject break- 
down will be by seven major cate- 
gories, as it was last year: Automa- 
tion, Personnel, Systems Design, 
Layout and Furnishings, the “Office 
of the Year” Award Section, a com- 
prekensive “Tools of the Office”, 
and a section on Catalogs and 
Booklets of particular interest. Also, 
there will be a brief recapitulation 
of significant books that have ap- 
peared during 1956, and a calendar 
of major events and meetings sched- 
uled for 1957. Leading experts in 
the various fields covered will give 
their interpretation of what they 
feel are the most important events 
and trends in their specialties. 


ALL in all, we feel—it should be 
quite a package. 


2.ber*+ 1 Sew 
Editor 


Robert Beeman, Managing Editor 
Thomas V. Murphy, Editor-in-Chief 
Geyer-McAllister Publications 


Symposium on Systems for Informa- 
tion Retrieval. Cleveland, April 15- 
17. 

Co-sponsors: Western Reserve Uni- 
versity and the Council on Documen- 
tation Research. Place: Western Re- 
serve University. 


NOMA International Conference and 
Exposition. Los Angeles, May 13-16. 
Sponsor: National Office Management 
Association. Place: Shrine Auditor- 
ium. 


Eighth Annual National Conference 
and Convention of the American In- 
stitute of Industrial Engineers, Inc. 
New York, May 16-18. 

Sponsor: American Institute of Indus- 
trial Engineers, Inc. Place: Hotel 
Statler. 


AMA Special Office Management Con- 
ference. New York, May 20-21. 


Sponsor: American Management As- 
sociation. Place: Hotel Commodore. 
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and from coast to coast... 


Nekoosa Bond 
Nekoosa Offset 


Nekoosa Ledger e 
Nekoosa Opaque 


For More Information From A:'vertisers Use Readers’ Inquiry Coupon on Last Page 


Nekoosa Duplicator . 


Nekoosa Master-Lucent 


Nekoosa Mimeo 


Today’s high-speed 
oflice machines and 
ultra-fast printing 
presses demand 
perfection in paper 
performance. That 
is why, wherever you 
go, you will sce 

more and more 
American firms doing 
business with and 

on Nekoosa Papers. 
Thousands of printers 
can supply them... 
more than 135 
Nekoosa Paper 
Merchants distribute 
them. 
NEKOOSA-EDWARDS 


PAPER COMPANY 
Port Edwards, Wis. 


. Nekoosa Manifold 
and companion ARDOR Papers 
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editorial 


Women in management 


WITH ssteadily increasing sharpening of office efficiency, there will be 

steadily increasing demand for people capable of assuming the duties called 

for in positions of executive responsibility. It does seem unfortunate that 

women are not more often considered for such posts, supplementing the 

supply of executive material to meet the needs of an always-expanding 

office field. On page 24 of this issue there is an interesting feature story 

on what two institutions of higher learning, Radcliffe College and Harvard | 

University, are doing very successfully to prepare women for such work. | 
It was the typewriter which first in a big way gained women entry into 

the office, when it was discovered that they had a special gift for mastering ‘f 

this ingenious and highly useful new tool of business. Soon the streets of ; 

every city saw girls and women hurrying proudly along to their new place 

in the sun of the business world. 

Women in a comparatively short time were predominant in the office 


world in numbers but not of course in executive importance. With the 
coming of the second World War they got their first real chance to show | 
what they could do in the ranks of management. The widespread departure 
of men for war service led many an office to experiment successfully with 
| the upgrading of women to executive or semi-executive positions. And 

offices discovered the error in their old belief that marriage necessarily means 
the end of a woman’s business career. 


Woman has gone right on proving her value to the American office at 
the executive level. 
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Fall and spring “field work” periods are unique Harvard-Radeliffe feature 


Graduate business school trains 


women for executive roles 


* Harvard-Radcliffe program, with faculty drawn from 
ge | Harvard Business School, ‘prepares women for key jobs— 


by Robert M. Smith 


THE SCENE—several young women 
in sweaters and skirts arguing a point 
around a conference table—could be 
duplicated in the junior or senior elasses 
of any woman’s college across the coun- 
try. The personnel look the same. 
The room, the furnishings, even the 
view through the window, suggest only 
the cloistered academic atmosphere. 

Yet, to a degree, the scene is decep- 
tive. This is an academic atmosphere, 
but the point the women are discussing 
is a ticklish—and actual—point of dis- 
pute in labor relations, or how best to 
market a new product, rather than the 
relative merits of Kant and Schopen- 
hauer, or various interpretations of a 
Shakespearian soliloquy. 

And to their discussion of very real, 
very modern, very concrete business 
problems, these young women will be 
bringing the benefits of their own ex- 
perience in office, shop, and factory. 
It’s a very limited experience, perhaps; 
seldom has any of them spent more 
than four weeks on the job, but it’s ex- 
perience, nevertheless, which lets them 
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talk of the situations they are discussing 
in terms of some real knowledge. 
This is the Harvard-Radcliffe Pro 


gram in Business Administration, a 


graduate course sponsored jointly by 


Harvard University and its affiliated 
college for women, Radcliffe. Open 
only to women, its purpose is to pre- 
pare them to fill middle and top man- 
agement positions in business and in- 
dustry. Started twenty years ago under 
Radcliffe auspices, the course was last 
year brought more closely into the Har- 
vard orbit, when Harvard became its 
joint sponsor with Radcliffe, and the 
entire teaching schedule was taken over 
by the Harvard Business School faculty. 

The course content is modeled in 
many ways on that in use in the Har- 
vard Graduate School of Business Ad- 
ministration, which has been grooming 
promising young men to move rapidly 
up the executive ladder for years. It 
depends heavily on the same “case” 
method of instruction (the cases in 
every instance being actual business 
problems drawn from the extensive col- 
lection gathered by the Harvard Busi- 
ness School over the years). But there 
are significant differences between the 
two institutions, too. 

The Harvard-Radcliffe program is of 
one year’s duration only, in contrast 
with the Harvard male program which 
takes two years. This, of course, means 
that the program has a more limited 
scope than that for men. There are a 
variety of reasons for this. The spon- 
sors recognize that many of the women 
taking the course will not be in busi- 
ness all their lives, that those who 


marry and raise families may have a 
comparatively brief business career as 
compared with their male counterparts. 
This, and the strong prejudices that 
stil! exist against admitting women to 
the highest business executive positions 
make the extensive training that is 
standard at the Harvard Graduate 
School seem unnecessary, and even 
wasteful for many of the women stu- 
dents. 


Program stresses receptive fields 


Moreover, the program authorities 
are realistic enough to recognize that 
women encounter much less opposi- 
tion in some fields than in others; and 
that some branches of business are still 
almost entirely closed to them. It 
concentrates; therefore; on intensive 
training in the areas where women are 
apt to achieve greatest success. 

Sut it is definitely not a training 
school for clerical or lower-echelon of- 
fice workers. Its subjects are graduate 
subjects, its work is at the graduate 
business school level. It is aiming to 
prepare women for executive positions, 
or as administrative assistants to top 
executives; in practice most of its grad- 
uate are working in the upper levels 
of middle management. 

Harvard-Radcliffe roughly estimates 
that any woman who can qualify for 
admission (usually only college grad- 
uates are accepted, but some excep- 
tions have been made in the case of 
woien with extensive business expe- 
rience), and who works for more 
than five years after graduation will 
have both her time and_ financial 


The suggestion that women — 
students graduating from nal 
Program might take a second — 
year at the Harvard Business — 
School, which was first made ~ 
by the Harvard Business School — 
_ Bulletin, has since found an gs 
i. echo in the most recent report — 
° of the Dean of the masculine 
a Oe : 
The report says: “The ulti- | 
- mate answer may be to accept 
-jmto* the second year of the. 
MBA (Master of Business Ad-— 
ministration) program those 
qualified graduates of the Har-- 
_ vard - Radcliffe 
meet specified requirements and — 
‘to tailor from the lective — 
courses a curriculum to meet 
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investment amply repaid. The time: 
one year against the male’s two; the 
investment about $2,000 against the 
$5,000 estimated as normal for a man 
going through Harvard Business 
School. 


It bulwarks these estimates of its 
worth as an investment with figures 
showing that the average Business Pro- 
gram graduate who stays at work for 
more than a few years is earning a 
salary in the $5,000-$10,000 range. 
Comparatively few have yet broken the 


“Cases” are analyzed by small work groups, and a solution found, before classroom discussions 
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Emphasis is on solving actual problems .. . 


$10,000 line, although the last survey 
of 1938-1953 graduates showed that 
4.8 per cent of the school’s alumnae are 
now either owners or top officers of 
their companies. 

Personnel administration has claimed 
the greatest majority of the graduates 
of the largest group of classes surveyed 
—the 1938-1953 graduates. But an in- 
teresting note in the survey figures 
shows the inroads women are making 
on what was once an exclusively mascu- 
line field, and the quality of the school’s 
business training—an increasing num- 
ber of women are finding places as an- 
alysts in investment and banking firms. 
Equally interesting is the number who 
have found a place in a newer field, 
one which requires a very broad grasp 
of management problems, and the abil- 
ity to solve them. The school lists more 
graduates holding down jobs in man- 
agement consulting firms than it does 
in the entire communications industry, 
or in advertising, traditionally two of 
the fields most receptive to women. 

The Harvard-Radcliffe method of 
teaching is not all academic. As in the 
Harvard Business School the backbone 
of the teaching program is presentation, 
analysis, and solution of actual prob- 
lems that have occurred in business. 
The case is presented and discussed 
first in small, informal group meetings. 
The group decides on a recommended 
course of action for the best possible 
solution of the particular problem 


posed. Then, in the classroom, various 
groups present their suggested solution, 
and the instructor analyzes each, and 
leads the discussion which follows. 

It is very definitely a student-partici- 
pation type of teaching, therefore, 
rather than the more standardized lec- 
ture method of presentation. In addi- 
tion to their group work on cases in 
the various fields which they study, 
each student is also required to pre- 
pare written analyses and solutions for 
cases on an individual basis. In all, 
each student is exposed to more than 
450 cases, each of which represents an 
actual business problem which a com- 
pany has had to face. 


“Field work” assignments 


Perhaps the most unusual feature of 
this unusual program (it is the only 
graduate business school of its type for 
women in the country) is the field 
work program under which every 
business program student must spend 
four weeks in the fall term, and 
six weeks in the spring actually work- 
ing on a job. The fall field work 
period is spent on an unskilled job 
—as a production line worker, a 
stock clerk, a salesgirl in a department 
store, or basic clerk in an office. The 
spring work, which must be taken in 
a different company, is on the adminis- 
trative or staff level; the women serve 
as aides to company executives for a 
period ot six weeks. 


Fall field work may be on production line 


26 


Thus, reinforcing their classroom 
work, the students, a few of whom 
have had no work experience before 
entering the program, get some pic- 
ture, some “feel” of actual working 
conditions and pressures. 

The field work, particularly at the 
unskilled worker level, is a feature of 
the Harvard-Radcliffe program which 
could profitably be copied by many 
male and coeducational institutions. 
Most of the students, come from 
middle income or well-to-do circum- 
stances. Although most of them have 
held previous jobs, even though they 
may have been only summer vacation 
jobs, those jobs were usually quite 
different from those they take dur- 
ing their fall field work period. 
Thus, they are exposed to an entirely 
different set of problems and work 
values from any they have known be- 
fore in most instances. The unfamili- 
arity of the circumstances and some 
of the situations that may arise from 
it are underlined in the suggestions 
given students before they take their 
fall jobs. 

For instance, students on field work, 
even though themselves ineligible to 
join a union because of time require- 
ments, are often invited to attend a 
union meeting. The school advises 
against this very strongly, even though 
the employer may agree that accepting 
the invitation is perfectly all right. 

The Harvard-Radcliffe announce- 
ment spells out the reasons, “Your 
position as a field worker is a pecu- 
liar one; you are a regular temporary 
employee. But you have, or may be 
thought to have, a closer relation with 
the executives than is usual for your 
fellow workers. You have one foot 
in each camp, and in this respect, 
your position is not always under- 
stood by all the workers.” 

Therefore to avoid even a_ possible 
suspicion of violating the rule that 
management people may never attend 
a union meeting, the students are asked 
to stay away from union meetings 
under all circumstances, no matter who 
suggests or authorizes their attendance. 

By the same token, if employees with 
whom the student is working go on 
strike, she is supposed to stop work 
in accordance with union directions, 
but to take no other part in strike ac- 
tivities. She is also warned that she 
may not carry any information she 
might have learned about the strike 
through her association in her work 
group to a member of management. 


(To page 80) 
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Office automation — how far 


have we come today? 


“Automation” has become an accepted factor in business, 
but many companies applying it are still overlooking its most 
significant potential contribution to business— 


AUTOMATION, dismissed by many 
as a will-of-the-wisp, another term, 
and not a very significant one, a 
few years ago, has outstayed its 
detractors. It has lost its exotic look 
and sound, to become a fairly hum- 
drum factor in the business commu- 
nity. Well ypast the adolescent stage, 
it has settled down to steady work 
in a great number of American offices 
and factories. 


FEBRUARY 1957 


But the detractors who thought of— 
and wrote of—automation as a mere 
extension of mechanization processes 
that had been going on for a long time 
were not so far wrong as others; the 
enthusiasts who foresaw it as an end 
to all problems, the Cassandras who 
predicted a society in which peopie 
would be turned out of their jobs by 
the thousands before the advance of 
the machines. As usual, the extremists 


on both sides proved equally far off 
in predicting the actual end result. 
And the detractors, in spite of the 
fact that automation very definitely 
has stayed with us, and is daily be- 
coming more important, have seen 
their error carried over into the actual 
practice of many of automation’s great- 
est enthusiasts. For actually automa- 
tion wears two faces. It is a means of 
performing automatically traditional 
work practices, and in so doing speed- 
ing them tremendously—and in this 
sense it has been accepted whole- 
heartedly by the business community. 
Yet this is in effect a mere extension 
of processes of mechanization that had 
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Machines are the bridge between automation and operations research . . . 


already existed before automation was 
ever heard of, although a much more 
important one than any _ previous 
mechanization process. 

Not nearly so well understood or 
accepted is the more meaningful im- 
plication of automation as a method, 
a system of doing things in_ itself 
which not only makes obsolete many 
old work practices, but also may make 
obsolete many of the results that used 
to be thought essential. 

The distinction is a subtle one but 
nevertheless real. There are few com- 
panies today that are making the 
ridiculous mistakes that embarrassed so 
many presumably sober and substan- 
tial concerns in the early days of auto- 
mation, when it was a sign of ad- 
vanced thinking to rent a computer 
whether you needed it or not. Few 
concerns are today installing machines 
that are either much too large or much 
too small for their needs; few are 
buying elaborate machine systems first, 
and figuring out what to do with 


them afterwards. And all of these 
things were happening a few years 
ago. 

But the tendency in most companies 
today is still all too often to use the 
new machines available to mechanize 
existing procedures, rather than exam- 
ine all procedures in the light of their 
actua! necessity to the company. And 
only a handful of companies have 
analyzed not only their procedures, 
but also the end results which in the 
past they have alway thought essen- 
tial, to see whether new concepts and 
new machines make possible much 
more serviceable, if less orthodox, re- 
sults in terms of the company’s total 
purivose, 

Most companies today are aware of 
the fact that they probably have ac- 
crued through a period of time a va- 
riety of routines which may once have 
been useful, but which are certainly 
questionable in the light of present 
conditions and present needs. Many 
recognize that such routines may be 


inefficient in themselves, and may also 
produce results which are no longer 
really necessary; that they continue to 
exist because no one in the company 
has yet taken a long hard look at its 
methods of doing its work, and weed- 
ed out the superfluous from the neces- 
sary. Almost every company, as it 
moves toward automation, does per- 
form such an analysis to eliminate the 
non-essential procedures. 


Are conventional results needed? 


But what of the routines and the 
end products of those routines that 
are essential when the company is 
operating under traditional manual 
methods? Are they always essential 
under automation? Is it enough mere- 
ly to mechanize the routines, and pro- 
duce the “necessary” end results fast- 
er? Or does automation make possible 
the creation of entirely different end 
results, that bear little resemblance to 
the old, but that may be much more 
effective for the company’s major pur- 
poses than the old? 

It would seem that it might. And 
some few companies are cautiously 
moving ahead on the assumption that 
it will. 

For instance, in almost all conven- 
tional reporting techniques dealing 
with figures, it has been practice to 
base operating reports on exact totals, 
scrupulously carried through to the 
last dollar (more often the last cent), 
the last item in the warehouse, the 
last unit shipped. Reports were based 
on exact totals, and so all the support- 
ing routines for these reports were 
geared to getting and checking exact 
figures, 

But now automation offers us two 
possibilities — projecting from sam- 
plings, employing statistical inference 
—and also providing operating reports 
so much faster than conventional meth- 
ods that those reports can in effect be 
almost continuous if the supporting and 
originating routines on which reports 
must be based are carried through with 
speed. Obviously the supporting rou- 
tines can be carried through faster if 
they do not have to be absolutely pre- 
cise, if they do not have to use exact 
totals but can employ samplings. 

In other words, automation, in the 
sense of an extremely fast processing 
of facts or figures—offers the pos- 
sibility of providing what is in effect 
almost a continuous stream of operat- 
ing information. It can show any 
major phase of a business as it is at 
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the moment, not as a slice of the bus- 
iness as it was at some past time. 
Automation can give a moving pic- 
ture of the company, rather than the 
still picture traditional reporting 
methods have provided. A moving pic- 
ture is not as precise, nor as detailed 
as a still picture, but it’s a lot more 
effective in telling a story. 

Sasically, the flood of reports and 
operating information which manage- 
ment demands that automation pro- 
vide is a story-telling process. Auto- 
mation offers us the choice of having 
traditional reports for a much more 
recent time period than we have had 
them under manual methods, and 
having them with the customary de- 
gree of precision, or having reports 
that are almost immediate, that give 
a picture of things as they exist now, 
even, though it is not an exact pic- 
ture. Our choice then lies between a 
relatively exact picture of things as 
they exist now and an absolutely ac- 
curate picture of things as they exist- 
ed at some past time. 

Most management would probably 
find the latter more useful, yet this 
is one of the areas where many com- 
panies today fail to recognize the full 
potentialities of automation. They 
continue to regard it as a high pow- 
ered. assembly line method of produc- 
ing the same old results they have 
always produced. 


(To page 47) 


Are we applying automation fully? 


@ Automation is more than mere mechanization of 
existing routines; most companies recognize that. It 
is recognized that it makes obsolete many existing 
But is it possible that it also makes 
unnecessary many of the end results always before 
considered essential? 


procedures. 


@ Today many businesses have “automated” through 
design and installation of a new system and new 
machines to speed and make more efficient their 
regular work flow. But how many have thought of 
automation as itself a system; how many have applied 
the key point of automation theory, “feedback,” 
within their own operating routines to derive the 
fullest advantage from the new concept? 


- .. making it possible for both concepts to be extended to their fullest degree in every company 


FEBRUARY 1957 
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‘ Office of the Year (for offices designed for 300 or more employees): Standard 
nie Vacuum Oil Company’s new headquarters building, White Plains, New York. 


me 6 “Office of the Year” Award winners—1956 


HERE are the six offices chosen as outstanding 
among those opened in this country during 1956. 
Representing widely scattered sections of the 
country, they have two major characteristics in 
common: efficiency of operation, and a very 
apparent realization in every detail that efficiency 
is best served by provision of a working environ- 
ment that is pleasant, attractive, and comfortable. 
Full picture stories on each of the Award-winning 
offices will appear in the Yearbook issue next 
month. 


Award of Merit (for offices 
designed for 300 or more 
employees): Colgate-Palmol- 
ive Company, New York City. 


tae 50 aS 


4 Award of Merit (for offices designed for 300 or more _ 
ae employees): Ford Motor Company, Dearborn, Mich. _ 
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Office of the Year (designed for up to 300 employees): Sylvania 
Electric Products, Inc., Data Processing Center, Camillus, New York. 
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Award of Merit: (designed 
for up to 300 employees): 
Capitol Records, Inc., Ho!ly- 
wood, California. 


Award of Merit (designed for up to 300 employees) : 
American Iron and Steel Institute, New York City. 
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Operator readies high-speed printer which can type 600 lines per minute. 


Three computers speed data 
flow at Metropolitan Life 


Introduction _of two additional Univac systems at 
world’s largest insurance company permits it to assign 
large volumes of work to the computers— 


by Frederick Vogel 


AUTOMATION and The Metropol- 
itan Life Insurance Company are almost 
synonymous — practically a hand-in- 
giove combination of office mechaniza- 
tion and immense work volume. The 
former element, representing accom- 
plishments to date from !aboratories, 
inspires a steady increase in speed and 
efficiency during work processing; the 
latter provides a challenge to scientists 
and technicians to continue their de- 
velopments in the field of automatic 
control. 

With the dual installations last au- 
tumn of two additional Remington 
Rand Univacs I, the 89-year-old in- 
surance company brought to three the 
total of these computing systems lo- 
cated in its home office in New York 
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City. Actual date the new systems be- 
gan operating was October 15; and 
since that date each has been engaged 
primarily in premium billing for ordi- 
nary life insurance _ policyholders. 
More than six million of these policies 
—representing those whose premiums 
are billed for on a monthly, quarterly, 
semi-annual or annual basis—are in 
force. Operations of the first Univac 
introduced into the company began in 
September 1954. 


Evaluation—not revolution 


The new systems also handle 
duties related to Metropolitan’s 300.- 
000 mortgages, the home office payroll 
and preparation of agents’ life-and- 
lapse registers. (This latter are weekly 
Notices sent to agents listing accounts 
to be removed from, or added to their 
debit sheets for collection during a 
specified period.) 

The past four months have repre- 
sented a period of gradual evolution— 
as opposed to a revolution—which has 
steered operations to a point where 
many former, manual procedures are 
being performed by the Univacs. 
Already the two systems are pre- 
paring premium bills at a rate of 
250,000 each month. Eventually, 
the capacity will reach a weekly rate 
of 300,000. 

Basically, the process being devel- 
oped for premium billing and collec- 
tion involves the district office, the 
home office and the policyholder. At 
the home office are the central com- 
puting system and a magnetic tape 
record of all policyholders; and at pe- 
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riodic intervals the computer searches 
the tape system, selects the policies to 
be billed and prepare the tapes in such 
a manner that they can be used to 
prepare bills for policyholders. At 
the same time, the information is 
manipulated to prepare a receipt form, 
a paper stub and a punched card. 

A notice is mailed directly to the 
policyholder. The receipt form, paper 
stub and punched card are sent to 
the district office. When a collection 
is received from the policyholder by 
the district office, the punched card is 
selected, annotated with the date of 
receipt, and sent to the home office 
with an indication of the cash re- 
ceived. The receipt form then is 
mailed to the policyholder, and the 
paper stub is retained by the district 
office as its record, 

At the home office. a cash report 
and the annotated punched card are 
used to keep the tape system up to 
date regarding the status of the policy. 
At the same time this takes place, the 
tape system is updated for other neces- 
sary changes in the business, such as 
death claims, maturities and policy 
surrenders. 


Five-year preliminary study 

For a company the size of Metro- 
politan, largest among the world’s 
life insurance companies, the necessity 
for thorough and painstaking investi- 
gation preliminary to installation of a 
huge computing system is evident. 
Early in 1948, fully five years prior 
to the operating date of the first Uni- 
vac, a committee appointed by the 
president was formed to make feas- 


Operators at the console run a procedure through Univac. 


ibility studies concerning how elec- 
tronic computers might be applied to 
company operations. First studies cov- 
ered both small- and large-scale sys- 
tems using punched card input and 
output, combined with a study of a 
magnetic tape electronic system as 
soon as one became available. These 


(To page 72) 
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Two programmers dramatically illus- 
trate the number of tapes required 
to record the information contained 
in the large stack of punched cards 
at the left. 
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Responsibility for sound management-employee relations rests mainly on supervisors 


How management can detect and 


handle employee grievances 


Proper attitude and training among supervisors is key 


to avoiding many employee troubles, solving those that 


do arise quickly and simply— 


by Robley D. Stevens 


Management consultant, Washington, D. C. 


THE PROBLEM of solving office em- 
ployee grievances is by no means a new 
one. But many of you are constantly 
faced with the problem. 

Sound office-employee relations are 
essential to economic and efficient ojer- 
ation of your organization, because " is 
possible to get a better day’s work from 
supervisors and workers alike when 
mutually satisfactory relationships ex‘st 
among them. 

Responsibility for the development 
and maintenance of sound office man- 
agement-employee relations rests pri- 
marily with the supervisory personnel. 

How effective can a supervisor be in 
working to improve employee attitudes 
and behavior in your office? That de- 


pends upon your management's con- 
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ducting its business along the lines of 
the best office personnel principles at 
every level of supervision. 

When an office employee in your or- 
ganization is dissatished on the job 
either because some existing condi- 
tion—fancied or real—bothers him or 
because some adverse action has been 
taken, he may be said to have a griev 
ance. The term ‘ 
associated with an employee's request 


“grievance” is usutly 


for relief from some adverse acticn 
which he alleges is unjust, or with dis 
agreements between employees anc 
their supervisors which may require a 
formal hearing to resolve. 

The only way an office supervisor in 
your organization can get the work 
done is by getting the employees to 


produce. The amount of office work 
turned out often depends very large'y 
on the attitudes of the employees. 
Their attitude toward their job, their 
supervisor and your company is what 
usually prompts them to produce more 
or less. 

Your office management is respons- 
ible for the overall personnel relations 
program. But it is up to the office 
supervisor to keep the program alive 
and to make it mean something to 
every worker on the job. 

The office supervisor is an operating 
executive. His limit of authority and 
responsibility may vary from office te 
ofhice. Regardless of such administr1- 
tive differences, the handling and solu- 
tion of office employee grievances 
should be a part of his daily task. 
Often, employees’ attitudes as well as 
the work they perform are based large- 
ly on the basis of the impression that 
is created by the office supervisor's ac- 
tions. 
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An employee’s conduct may be his 
way of unwittingly showing he has a 
grievance. He may, for example, show 
it through reduced work, poor quality 
work, loafing on the job, excessive ab- 
senteeism, carrying a chip on his shoul- 
der, insubordination, and lack of co- 
operation. 

The alert office supervisor watches 
for changes in his employees’ customary 
work habits, because when he detects 
those changes he suspects that some- 
thing may go wrong. He also is guided 
by the knowledge that if he neglects the 
little grievances, he is faced later with 
a situation which is more complex and 
more difficult to handle. 

For these reasons, the solution of 
employee grievances requires consider- 
able skill by the office supervisor in 
getting to the heart of the problem-— 
recognizing and correcting the under- 
lying conditions that are the root of the 
problem. 

Office employee complaints may be 
handled through any one or a com- 
bination of procedures. For instance, 
by informal discussion between the em- 
ployee and his supervisor; using formal 
grievance procedures; and, direct ne- 
gotiations with office management and 
the worker. 


An office employee should turn to the 
supervisor to air his grievance because 
normally it is within his prerogative 
and also because it is the supervisor’s 
responsibility to management to take 
such action as is necessary to resolve 
it or to seek corrective action through 
some other means. The proper han- 
dling at this point will enhance rela- 
tionships on the job and contribute 
toward the mutual understanding and 
respect so essential to a smooth-running 
office. 

It is important for the office super- 
visor to recognize that, regardless of the 
seriousness of the grievance, the way 
the employee feels about the grievance 
should dictate the amount of consider- 
ation to be given to it. The office su- 
pervisor who gives an employee the 
brushoff or makes light of the griev- 
ance is merely adding fuel to the fire. 
The employee's original grievance is 
aggravated and complicated by the of- 
fice supervisor’s indifference to him. 
An employee who is determined to get 
the satisfaction he is seeking will un- 
doubtedly carry his complaint on up 
the line. At each step, the condition 
complained of takes on a deeper mean- 
ing; his aggravation is complicated by 
a feeling of resentment over the office 
supervisor's rebuff; and as often as not, 
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the problem becomes a major issue. 
This snowballing process is often aided 
and abetted by co-workers who per- 
haps by that time have been drawn into 
the picture. 


Effect of by passing 


It is recognized by office management 
that the bypassing of a supervisor must 
be avoided wherever possible. But 
what happens to the relationship be- 
tween the office employee and his su- 
pervisor if bypassing is done? What 
happens to the relationships between 
the office supervisor and his superiors 
who are called upon to adjust an em- 
ployee’s grievance? What is the effect 
on other office workers? Will they tend 
to follow suit if the aggrieved employee 
gets what he wants from higher author- 
ity, or if they have reason to believe 
they would not get the same consider- 
ation from their immediate  super- 
visors? 

Office management records show that 
bypassing can be avoided by the su- 
pervisor through building up in the 
employee’s mind, faith, confidence, and 
trust as a result of daily contact. Every 
office supervisor should be genuinely in- 
terested in the employees and sensitive 
to their attitudes and feelings. An of- 
fice supervisor should anticipate and be 
attentive to annoyances that are bound 
to crop up in any office job. He also 
should learn something about the per- 
sonal characteristics of the different of- 
fice employees and their customary re- 
action to various circumstances on the 
job; lastly, he should exercise patience, 
objectivity and consideration when deal- 
ing with employee grievances. 

It is not always possible for an office” 
supervisor to settle employee griev- 
ances or to take corrective action no 
matter what the relationship is  be- 
tween him and the office employees. 
But these factors are no reason to ig- 
nore office employee grievances. 

To settle employee grievances in most 
offices requires that a supervisor keep 
the discussion of the subject on a fac- 
tual basis; keep emotional feelings from 
complicating the resolution of mutual 
differences; and, give due consideration 
to the complaint so that it will not be- 
come a big issue. 

It is not easy for an office supervisor 
who has to live with the employees 
daily to be wholly objective at all times 
in considering the employee grievance 
and arriving at an objective solution. 
However, it is better for the office su- 
pervisor to put aside as much as pos- 
sible his own feelings about the 


complaint, since his relationship with 
the employees might be at stake. 

Seeking a solution to an office em- 
ployee’s grievance is vitally impor- 
tant to the supervisor. Whatever his 
solution may be, it should cover the 
heart of the problem, remove the cause 
of the grievance, and it should have no 
adverse effect upon other employees, 
or work operations. 


There will always be times when in- 
formal discussions between office em- 
ployees and the best of supervisors will 
fail to resolve a complaint to the satis- 
faction of all concerned. There will 
have to be times when the office super- 
visor will have to take some adverse 
action against the employee. In many 
cases, office employee grievances should 
be presented in writing. (To page 88) 


Clock-watching, or any other change 
in conduct, may be a sign of unaired 
grievances 


Supervisors must keep emotional feel- 
ings from complicating resolution of 
mutual differences 
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How Rap-in-Wax improved accounting 
operations while lowering costs 


Minnesota firm redesigns accounting recording and Ae 

IN APPRAISING the efficiency of an 
reporting procedures so that all functions can be served accounting system one must not lose 
sight of its most important result— 
the usefulness of the accounting data 
developed by that system. Economy 
of record keeping and reporting is re- 
garded as an important goal; however, 
it is a goal within the limits of a sys- 
tem which provides all of the neces- 
sary information an aggressive man- 
agement group needs to evaluate to- 
day’s activities and plan for tomor- 
row’s growth. 


by same machine units— 


by P. M. Grieve 


Treasurer and Controller, Rap-in-Wax Paper Co., Minneapolis 


In seeking a solution to the ever 
present accountant’s problem of how 
to deliver the necessary data, at the 
least possible cost, we believe we have 
found several unique approaches to 
record keeping and reporting which 
have given us an almost infinitely 
greater variety of volume of data to 
work with. Yet in total we have ac- 
complishe] this with systems that are 
more simple and economical than 
those of several years ago. 


Rap-In-Wax Paper Company is a 
ten-million-dollar a year manufactur- 
er of waxed papers and other flexible 
packaging products. We make a 
waxed household roll for retail sale in 
the Middle West, and also manufac- 
ture and print bread wrappers, dairy 
wrappers, special foil and polyethylene 
laminated protective wraps. In addi- 
tion, we print labels for national food 
manufacturers. We employ about 450 
persons. 

In a recent major overhaul of all 
of our accounting systems our pri- 
mary goal was to find simplified 
methods of recording our basic data, 
and then to turn this basic data 
into timely informative reports in the 
field of sales statistics and expense ac- 
counting. At the time the study be- 
gan, our accounting work was a com- 
bination of almost archaic manual rec- 
ords and punched card accounting for 
sales and expense records. Detail oper- 
ations were complicated. There was 
no complete integration of the account- 
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General accountant watches as accounts payable work is done 
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ing systems; reports were slow and not 
too meaningful. 

In the belief that in some areas our 
record work was over-mechanized and 
in other areas mechanization was either 
non-existent or too simple to be mean- 
ingful, we reviewed with A. T. Kear- 
ney & Co., Chicago management con- 
sultant, all of our systems in the light 
of developing one integrated system of 
record keeping and reporting which 
would allow interchange of the same 
basic equipment and could operate on 
the same fundamental record prin- 
ciples. 

We accomplished this with the in- 
stallation of two Burroughs Sensimatic 
Accounting machines in June 1955. 
On these two basic machines we per- 
form all of our sales record keeping 
and reporting, all of our manufactur- 
ing, administrative, and sales depart- 
mental expense work, as well as pre- 
paring our accounts payable, payroll, 
and general ledger work. 

We believe we have one of the 
most advanced systems of sales record- 
ing and reporting ever to be put on 
accounting machines. We maintain 
of course, detailed customer ledger sys- 
tem to which we post aii sales of all 
products to any one customer. We 
think we are unique in the amount of 
information which we are able to 
handle through an accounting ma- 
chine. For each invoice we are able 
to post: 


1. The net invoice amount 


i) 


The invoice number 
3. The gross sales value of the 
material shipped 


(To page 86) 
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Fig. 1. Journals and ledgers indicate customer activity, costs-to-date 


ee 
Weight Gross Cost Prorat 
oe 
j 7,901 970.72 476.85 |00,493.87 00 
1,901] 970.72 476.85 100,493.87 00 
2.04 

916} 50389 300.19 | 00,203.70 00 
2817] 1,474.61 777.04 | 00,697.57 00 
3756 1,382.60 1,170.20 | 00,212.40 00 
1,947.24 | 00,909.97 00 


P0,000.00 
(0,000.00 


00,000.00 
00,000.00 


100,000.00 
00,000.00 


Fig. 2. Gross profits for commodities are carried on sales 
analysis r 


Fig. 3. Expense postings on ledgers compare actual, budgeted costs 
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IBM announces new 709 data processing system, 


specifically designed to aid’ decision-making” 


INTERNATIONAL — Business Ma- 
chines last month announced a new 
data processing system, the IBM 709, 
specifically designed to help business 
management solve problems. scientifi- 
cally. 

The 709 is the latest addition to 
the company’s 700 series of electronic 
data processing machines. 

Union Carbide and Carbon Cor- 
poration has placed the first order for 
the new system, according to IBM 
sources, Which said that Union Car- 
bide will make full use of the new 
system’s ability to assist management 
in decision making, both as far as 
current operations are concerned an.] 
for future planning. 

As an example of the new machine's 
capabilities, the manufacturer said, it 
could, with analysts and mathemati- 
cians, pinpoint precisely the best lo- 
cation for a projected new plant, or 


handle sales forecasting and optimum 
distribution problems. It is also able 
to carry through a variety of routine 
and specialized mass data processing 
operations, such as are needed in ac- 
counting routines. 

The company said that the cost of 
the systems would vary with the num- 
ber of units incorporated in an in- 
stallation, but that typical figures 
would probably be $56,000 a month on 
a rental basis, or $3,000,000 for pur- 
chase of a unit. 

In emphasizing the new ability of 
the machine to handle operations re- 
search applications, L. H. LaMotte, 
IBM executive vice president, said that 
the company believes introduction of 
the 709 will herald a new phase in 
the cvolution of the electronic com- 
puter and its usefulness in business 
applications. 

“Scientific management and opera- 


tions research are methods whereby 
the businessman makes use of the 
scientific approach in matters tradi- 
tionally outside the scope of science,” 
he declared. “They call for a merging 
of business and_ scientific principles. 
The new IBM 709 system does the 
same thing electronically.” 

According to IBM, the new 709 
data processing system utilizes instruc- 
tions unlike those found in any pres- 
ent stored-program computer. In or- 
der to provide greater programming 
flexibility, conversion instructions have 
been incorporated which permit the 
machine to perform calculations on 
data prepared in number systems other 
than the 709’s basic system of binary 
arithmetic. 

This makes it possible, according 
to IBM, for all problem data to be 
kept in whatever form is most con- 


(To page 47) 


New 705 data processing system at Standard Oil’s Whiting, Indiana, refinery 
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represents hundredth 700 series installation. 
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-. IT STAYS SHARP 
FOR PAGES! 


NATURALLY! SHE 
TAKES ALL HER NOTES 
WITH A M/RAOO! 


KCC 
@ 


I WISH 
WHAT SHE'S GOT 
WOULD RUB OFF ° 
ON ME! 


NOT A CHANCE, 
HONEY! VERITHIN 
RED PENCILS NEVER 
RUB OFF ON 

ANYBODY! 


Order EAGLE _..itsr 


ght in 


"MNAGe 


EAGLE MIRADO stays 
sharp for pages! 


EAGLE ERASERS make 
mistakes vanish without a trace! 


__{ WHY ISMR.PRICE Y ‘CAUSE 
LIKE A VERITHIN? / HE ALWAYS 
STAYS 


THAT'S THE BEST PART! 
MIRADO AND VERITHIN: 
WEAR LIKE IRON! MY PENCIL 
COSTS ARE WAY DOWN! 


AND THEY REALLY HOLD A 
POINT! OUR GIRLS SPEND ALMOST 
NO TIME AT THE SHARPENER! 


any office! 


EAGLE VERITHIN is one 
red pencil that really stays sharp! 
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People in the News 
(From page 18) 


Promotion of three vice presidents, 
and the appointment of a new vice 
president and general manager have 
been announced by the Philco Corp., 
Philadelphia. Promoted to newly- 
created positions as executive vice 
president are Joseph H. Gillies, op- 
erations; Larry F, Hardy, consumer 
products; and Dr. Leslie ]. Woods, 
research and engineering. Henry F. 


Argento has been appointed vice pres- 
ident and general manager, Govern- 
ment and Industrial Division. 


Robert L. Krauss has been appoint- 
ed director of personnel for the Elec- 
tric Typewriter Division of Inter- 
national Business Machines Corp., 
New York. 


John G. Phillips, vice chairman of 
the board of directors, International 
Business Machines Corp., New York, 
has announced his retirement from 
active duty. He will continue, how- 
ever, to serve as a member of the 
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PERFECT “FIT” FOR EVERYONE 


WATERFALL SEAT has foam rubber 11” 
cushions over saddle shaped steel 
plate, with sides also foam padded 
all around. Turns smoothly on ex- 
clusive Cramer spindle bearing. 
Patented fingertip adjustments 
on seat adjusts from 1742” 
to 21”. 


POSTURE-RIGHT BACK REST (also foam 
rubber cushioned) adjusts easily up 
and down, forward and back, and has 
just enough “‘spring”’ for solid com- 
fort. Hooded back box; slot for 
user’s name plate. 


REMOVABLE UPHOLSTERY in quality fab- 
rics, Nylon sewn, in one color or in 
decorator-styled two-tone combina- 
tions. Easy to replace when needed. 


MASSIVE BASE, formed steel, under- 
coated for sound absorption, has 


CHALLENGER 
SECRETARIAL CHAIRS 


Here is smooth-sweep design- 
ing, dramatic two-tone color- 
ings and hour-after-hour 
comfort to serve the modern 
office staff — and engineered 
to serve them well through 
many years to come. Yet the 
moderate price is well worth 
your attention before you in- 
vest in office chairs. 


ball bearing casters with rubber 
enemies ASK YOUR CRAMER DEALER 
resilient bumpers. 


Dept. OM 


POSTURE CHAIR COMPANY, INC. 
1205 Charlotte, Kansas City 6, Mo. 
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IBM board of directors and as chair- 
man of its executive and finance com- 
mittee. 


Max M. Fisher has been elected 
chairman of the board of Aurora 
Gasoline Co., Detroit, replacing Hen- 
ry E. Wenger, who has resigned from 
the chairmanship. 


Howard A. Noble has been elected 
a director of Mosler Research Prod- 
ucts, Inc., Danbury, Conn., an affiliate 
of Mosler Safe Co., New York. 


Richard L. Loeffler has been named 
assistant manager of the Marketing 
Research Department of L. O. F, 
Glass Fibers Co., Toledo. 


Fred Sorgenfrei of Strauss-Rose 
Carpet Co., Chicago, was elected pres- 
ident of the Chicago Floor Covering 
Association for 1957, succeeding Pat- 
rick A. DiBiase of Sears, Roebuck & 
Co., who was named an_ honorary 
member of the board of directors. 


Robert B. Edwards has been named 


educational administrator for Inter- 
national Business Machines Corp., 
New York. 


Herbert W. Bertine has been ap- 
pointed general counsel of Underwood 


Corp., New York. 


Carl P. Ray, vice president, has 
been named head of the International 
Division of Underwood Corp., New 


York. 


Don G. Mitchell, chairman of the 
board and president of Sylvania Elec- 
tric Products, Inc.. New York, has 
been elected chairman of the board 
of directors of the American Manage- 
ment Association. Mr. Mitchell also 
has been elected chairman of the board 
of the International Management As- 
sociation, AMA’s international affiliate. 
In both positions Mr. Mitchell suc- 
ceeds John M. Hancock, recently de- 
ceased. 


Harvey Williams has been named 
president of Philco International 
Corp., Philadelphia, succeeding Syd- 
ney Capell. Mr. Williams formerly 
was vice president of Avco Manufac- 
turing Corp. and general manager of 
its International Division. 


Robert A. Davies has been elected 
secretary and assistant treasurer of 
Addressograph-Multigraph of Canada, 
Ltd., and Keith L. Hamer has been 


elected its managing director. 
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The Olivetti Lexikon has a number of very special 
qualities, some immediately apparent, others less 
so. The crisp, clear beauty of its typing, the pleas- 
ing look of its simple lines—these the eye can 
hardly miss from the first. With greater familiarity 
comes a full appreciation of the Lexikon’s “gentled” 
key action, which cushions the touch and acceler- 
ates the type bar to produce sharp typescript with 
minimum typing effort. And it will literally take 
years to know the full merit of Olivetti’s unique 
roller bearing carriage glide—for it will preserve 
the Lexikon’s typing alignment almost indefinitely. 


Olivetti office typewriters are guaranteed for 12 
months instead of the usual 90 days. Have you also 
seen Olivetti’s electric and portable typewriters? 
Hand, electric and duplex adding machines? Single 
and double register printing calculators? Account- 
ing and posting machines? Remarkably depend- 
able, Olivetti machines require a minimum of 
maintenance; service and spare parts are quickly 
available through dealers in all 48 states. Branch 
offices and showrooms in New York, Chicago and 
San Francisco. Olivetti Corporation of America, 
580 Fifth Avenue, New York 36, New York. 


fe 


olivetti 
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Harry M. Billings has been elected 
secretary-treasurer of Friden Calculat- 
ing Machine Co., Inc., succeeding 
Charles T. Gruenhagen, who has an- 
nounced his retirement from the San 
Leandro, Calif. concern. 


David N. Borden has been named 
office manager, succeeding D. A. 
Ploesser, who is retiring, at Timken 
Roller Bearing Co., Canton, Ohio. 


William H. Layzeil has been elected 
managing director of Addressograph- 
Multigraph, Ltd., in Hemel Hemp- 
stead, Herts. England. The British 
company is a subsidiary of the Ad- 


dressograph-Multigraph 
Cleveland, Ohio. 


Corp., ot 


L. C. Saverda has been named to 
replace Wallace B. Johnson as office 
manager of the Marshall, Mo. plant 
of International Shoe Co. Mr. John- 
son has assumed duties as assistant to 
the general office manager at Inter- 
national’s sole leather office in St. 
Louis. 


Richard ]. Steele has been promoted 
to assistant to the president in charge 
of staff development at George Fry & 
Associates, Chicago management con- 
sulting firm. 


How to end the 
unfinished mechanized system 


FOR PAYROLL, DIVIDEND AND ACCOUNTS PAY- 
ABLE SYSTEMS, CUMMINGTON PROVIDES FAST, 
EASY, LOW COST SEALING AND INSERTING 


HANDLES PUNCHED CARDS AND OTHER INSERTS IN A 
WIDE VARIETY OF SIZES. The Cummington Mail Inserter 
eliminates “bottlenecks” by automatically stuffing and seal- 


ing envelopes. 


COSTS LESS TO BUY — LESS TO OPERATE. Buy only as many 
stations as you need for your system. The Cummington Mail 
Inserter is available in one through six station models and is 
priced according to number of stations. Can pay for itself 


within a year. 


Automatic postage meter may be attached. 


CUMMINGTON CORPORATION 
620 COMMONWEALTH AVENUE, BOSTON 15, MASSACHUSETTS 


Mail coupoww Today. 


= 


Peas ee iin | 
CUMMINGTON CORPORATION 


620 Commonwealth Avenue, Boston 15, Mass. A 
Please send Bulletin OMI : 
NAME........ TITLE 

COMPANY.......... javnaiinies 8 
ADDRESS ...... ee ee ae y 
| ZONE... STATE........... 
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Robert H. Johnson has been named 
controller of the Pacific Coast Divi- 
sion, L. O. F. Glass Fibers Co., Tole- 
do, Ohio 


Fred I. Courtney has been appointed 
treasurer of Virginia Metal Products, 
Orange, Va. 


Office firms merge, expand; 
others announce moves 
Royal McBee Corp. 


A new building to incorporate in 
one structure three divisions of Royal 
McBee Corp. will be completed early 
this Spring at 1711 Broadway, Kan- 
sas City, Mo. Of one-story design, 
the building will house 10,000 square 
feet of floor space. 

Divisions to be included in the new 
structure are the Royal Division, a 
service training school and McBee 
Division offices, each of which now 
is located in various parts of the city. 

The Broadway property has a front- 
age of 150 feet and a depth of 100 
feet. Parking space for 20 cars is 
adjacent to the building plot. Also 
to be featured are a loading dock, a 
brick facade on three sides of the 
structure and = glass front. Interior 
will include a reception area, display 
floor and private offices. Central and 
rear sections will include general of- 
fices, equipment repair areas, store- 
rooms and space for the factory train- 
ing school for company service em- 
ployees. 


Clary Corp. 


Plans of Clary Corp., manufacturer 
of business machines, electronic equip- 
ment and missile and 
ponents, to open a major factory in 
Searcy, Ark., have been announced 
by President Hugh L. Clary. 


aircraft com- 


The decision to establish the new 
factory, Mr. Clary continued, will re- 
sult in additional plant capacity re- 
quired at the San Gabriel headquar- 
ters for new production. 

The company recently opened a 
plant in Toronto, and is preparing to 
establish a factory in West Germany 
to supply its European distributors. 


National Bank of Detroit 


Plans for construction of a new 12- 
story main office building for the Na- 
tional Bank of Detroit in the heart 
of the city’s financial district were re- 
vealed recently by Charles T. Fisher, 
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€ Takes a secretary 

less than 20 minutes to do an 
“all-day” retyping job 
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: Kodaks new Verifax Signet Copier 
- quickly pays for itself 


Takes a boss 
less than half the time formerly 
needed to answer his mail 


aa even in the “one man” office 


Only $148 . . . that’s an unheard-of low price for 
an office copier. An incredibly low price for a 


2 Verifax Copier, which does so many jobs beyond the 
Pp scope of ordinary office copiers. 
= 
= See all the extras the Verifax Signet 
d gives you at a new low cost— 
we 0 Makes 5 copies in 1 minute for 2'%¢ each. 
“a 0 Nothing is ever left out on Verifax copies—they’re 
c- photo-exact from letterhead to signature. This is espe- 
r- cially important when you're copying legal documents. 
O) Photo-lasting. Verifax copies are not affected by sum- 

a mer heat —are as long lasting as any business record. 
a © Easy to read, handle, file. Verifax copies have the 
ry “look” and “feel” of fine letterhead papers. 

( () Signet makes copies on preprinted office forms, on 

card stock and film—and on both sides of copy paper. 

4 CO) Makes a translucent “whiteprint” master for use in 
7% direct-process and blueprint machines. 
a- 
- © Makes an offset plate in 1 minute for less than 20¢, 
rt when low-cost adapter is used. 
re ¥ 
r, | Your savings the very first month will probably pay for 
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your Signet. Imagine being able to answer letters without 
dictation and typing... never having to send an “I quote” 
memo. Never having to retype for extra carbons. 

Get all the facts on the Signet. Free folder describes 
this remarkable $148 copier in detail; gives facts, too, on 
complete line of Verifax Copiers. Or get in touch with 
your nearest Verifax dealer, listed in the 
“yellow pages” under “Photocopy Equip- 


” 
ment. Price quoted is subject to change without notice. 


ia et at. MAIL COUPON TODAY-———— 


EASTMAN KODAK COMPANY 

Business Photo Methods Division 

343 State St., Rochester 4, N. Y. : 
Gentlemen: Please send free Signet folder, 
“Short Cuts” booklet, and names of 
near-by dealers. No obligation. 72-2 


Name Position 


Company 


Street. 


City. 
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Combines the best fea- 
tures of both wardrobe racks 
and _ lockers. Sanitary—keeps wraps 
aired, dry and “in Press.” Improves 
employee morale and reduces absen- 
teeism. Provides each person with: a 
ary 12° = 12° x 15” Wock box poed 
lunches and personal ef- 
fects, spaced coat hang- 
er and ventilated hat 
space. Also shelf for 
overshoes. 9-ft. unit ac- 
commodates 18; 6 ft.fJ 
unit 12. Sold by lead- 
ing office furniture deal- 
ers everywhere. 


Write for Catalog OL-61 


VOGEL-PETERSON CO. 


1121 West 37th Street © Chicago 9, U.S.A. 


Are you spending 

too much time 
duplicating the same entries? 
SAVE UP to 2/3 


| of posting time 
-_ 4 Write Once With 


SS Willa” 


For Payrolls—Receivables—Payables 


Payrolls, accounts receivable and payable are 
posted with one writing on a Multi-Rite peg- 
board system. Eliminates one or two of post- 
ings now required. They're time savers! 


Get the facts ... write now to 


THE C. E. SHEPPARD CO. 
Established 1900 


44-10 2Ist St., Long Island City I, N. Y. 


Jr., president. The building will oc- 
cupy an entire city block in Detroit’s 
rapidly-developing Civic Center area 
and contain approximately 580,000 
square feet of floor space. Completion 
and occupancy are scheduled for the 
spring of 1959. 


Chesapeake Industries, Ine. 
Chesapeake Industries, Inc., an in- 
dustrial management firm, recently 
consolidated all the firm’s adminis- 
trative departments into new quar- 
ters on the 26th floor of a newly com- 
pleted structure at 485 Lexington 
Ave., New York. In addition, the 
executive and national sales offices of 
National Transitads, Inc., the eastern 
regional sales office of Stanley Greet- 
ings, Inc., and the New York admin- 
istrative office of Virginia Metal Prod- 
ucts, Inc., each a Chesapeake subsidi- 
ary, have been accommodated in the 


10,500 square feet of floor space avail- 
able. 


Texas-U. S. Chemical Co. 

The 26-acre Sedgefield Manor prop- 
erty in Parsippany-Troy Hills Town- 
ship of Morristown, N. J. was pur- 
chased recently by Texas-U.S. Chemi- 
cal Co. for construction of a research 
center, President William P. Gee has 
announced. 


The property, the former Ballentine 
estate, is located on Littleton Road 
between N. J. Route 10 and U. S. 46. 
Construction to convert space in a 
house on the property into offices will 
begin immediately, while construction 
of a center for research on synthetic 
rubber and petrochemicals will get 
underway early this year. 


Remington Rand 

In a move designed to complement 
the company’s output at other upstate 
New York plants at Ilion, Elmira and 
the Tonawandas, Remington Rand 
Division of Sperry Rand Corporation 
recently purchased the Cobleskill, 
N. Y. plant of Tyler Refrigerator Cor- 
poration, B. F. Anderson, Remington 
Rand vice president for manufactur- 
ing, has announced. 

Consisting of 180,000 square feet 
of floor space, the new unit will be 
utilized for flat steel fabrication of 
Remington Rand’s systems-photo rec- 
ords products, as well as for compon- 
ents for its Univac line of computers 
and electronic equipment. 

The output planned for Cobleskill, 
Mr. Anderson explained, will require 
a 100 per cent employment increase 
over present Tyler personnel. 
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Books and Pamphlets 


Personnel Course and Guide, pub- 
lished by Prentice-Hall, Inc. A huge 
study consisting of more than 1,000 
pages, this guide makes available the 
methods various companies are using 
to encourage more and better work 
from their employees, and means by 
which different employee-management 
problems are being handled. The 
work also includes tested procedures 
and forms to aid in solving more than 
800 personnel problems, several of 
which are: Finding and hiring em- 
ployees; training-education; — promo- 
tion - transfer - termination; working 
hours-holidays-vacations; absenteeism 
and leaves of absence; discipline- 
grievances; job evaluation; wage and 
salary management; communications; 
morale-building practices; employee 
benefits; guaranteed  wages-supple- 
mental unemployment benefits; and 
supervisory employees. Prentice-Hall, 
Inc., Englewood Cliffs, N. J. Price, 
$19.50. 


Forecasting Business Trends, by 
Leonard S. Silk, assisted by M. Louise 
Curley. Another in McGraw-Hill’s 
Consulting Reports series, this report 
is designed to aid the managements 
of companies employing economists 
and statisticians to give guidance, 
criticism, and direction to their staff 
technicians, and to help management 
appraise and profit from economic 
reports and analyses. Discussing such 
recent advances in economics as the 
flow-of-funds system of national ac- 
counts, input-output analyses, diffu- 
sion indices, econometric models, et 
al., the report reveals principles un- 
derlying sound techniques of business 
forecasting and indicates in what 
manner the various forecasting pro- 
cedures are derived from these prin- 
ciples. McGraw-Hill Book Co., Inc., 
327 W. 41st St., New York 36. Price, 
$15. 


Common Sense in Business: A Di- 
gest of Management Procedures, by 
J. Seton Gray. Ten major problems 
that are potential pitfalls for nearly 
every business, and a successful man- 
agement approach and technique for 
handling each, are the theme of this 
new 168-page book, written by the 
chairman of the board and general 
manager of the Fuller Mfg. Co., Kala- 


(To page 47) 
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SMEAD'S 


BANKERS CASE 


A CONTAINER TO ACCOMMODATE 
EVERY BANK RECORD 


VERTICAL 
FILE FOLDER 


: & 
Seeds FLNGION woex 


INDEXES FOR FILING AND 
CLASSIFYING ALL BANK RECORDS 


ALPHABETICAL 


AND MONTHLY FOLDER 
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a: , | | 
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Saravy mated BUILDING and LOAN FILE CASEBINDER FILE GUIDES 


See Your Local Stationer 


THE Smead MANuracturine O.,NC.-HASTINGS, MINNESOTA 


No. 12-17-56-G 


PRINTED IN U.S. A. 
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mazoo, Mich. Each _ problem is 
analyzed separately, with emphasis 
given to research and engineering for 
| the small business. McGraw-Hill 
‘Book Information Service, 327 W. 
41st St, New York 36. Price, $3.50. 


AMA creates research, 
development division 


A new unit to carry out a program 
of meeting and publication activities 
intended to aid research and engi- 

neering executives improve their un- 
| derstanding of management princi- 
| ples has been formed by the American 
| Management Association. The re- 
| search and development division will 
_be the ninth operating division of 
| the association, and will offer a com- 
| prehensive program of meetings and 
publications in the areas of long-range 

planning, _—research programming, 
| product creation, research and engi- 
| neering administration, and product 
commercialization. Dr. C. Guy Suits, 
vice president and director of research, 
General Electric Co., Schenectady, 
N. Y., has been elected AMA’s vice 


president in charge of the new di- 
vision. 


~~ 


Automation— 


(From page 38) 


venient and appropriate to the prob- 
lem, rather than being converted into 
a number system dictated by the com- 
puter, 

Several other new IBM units are 


incorporated in the system. These in- 
clude: 


The 729 magnetic tape unit, which 
autornatically checks information for 
accuracy as it is written on a magnetic 
tape. When an error is detected, the 
unit signals, so that the tape writing 
operation may be stopped, and the in- 
formation rewritten. 

The IBM 766 data synchronizer, 
which allows the system to read, write, 
| and calculate simultaneously. It is pos- 
sible, IBM spokesmen said, to in- 
' clude as many as three data synchro- 
nizers in a 709 system, with each 
having two channels for entering and 
removing problem data. Since eight 
tape units can be attached to each of 
these channels, as many as 48 tape 
units can be used with the system. 
| In addition, a card reader, card punch, 
* and printer can be attached to one 
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channe! of each data synchronizer, 
giving nine additional input-output 
units. Since two magnetic drum stor- 
age units and a 740 cathode ray tube 
recorder can be connected to the sys- 
tem’s central processing unit, it is pos- 
sible to have a total of 60 input-output 
units within the system. 

Any combination of six input-out- 
put units can operate simultaneously, 
one on each of the six channels of the 
three data synchronizers. While in- 
formation is being transmitted into 
or out of the system by these media, 
the central arithmetic unit is com- 
pletely free to calculate other parts 
of the problem. 

The machine’s magnetic core “mem- 
ory” can store up to 32,768 “words” 
of problem or instruction data, each 
“word” being equivalent to a ten digit 
number. Any desired word can be lo- 
cated and made ready for use in 12 
mi!lionths of a second, 

IBM also reported recently the in- 
stallation of its 100th 700-series ma- 
chine in the Greater Chicago area, 
at the Whiting Refinery of the Stand- 
ard Oil Company of Indiana. 

At Standard Oil, the new 705 in- 
stallation will maintain the job order 
cost system, accumulating and sum- 
marizing costs of all maintenance, re- 
pair and construction jobs. It will also 
prepare payrolls, and related reports 
and records, as well as labor cost dis- 
tribution figures. 


Office automation— 
(From page 29) 


Here is one of the possibilities in- 
herent in automation that is not 
nearly so well understood, or as thor- 
oughly accepted as the possibilities it 
offers for speeding, streamlining, and 
making more accurate volume data 
processing for instance. 

Yet a simple allegory will show how 
the potentialities of automation, if thor- 
oughly accepted, offer a great deal 
more than the mere possibility of 
handling the large masses of routine 
work that will always have to be per- 
formed—particularly in the clerical, 
administrative, and_ research areas, 
rather than in manufacturing areas. 
Data can be handled much faster than 
tangible materials; the great speed in- 
herent in automation makes possible 
much more significant changes in the 
handling of data than it offers in the 


(To page 60) 


easy solutions to 
RECORD STORAGE 
PROBLEMS ~ 


Problem: How to store original records 
for future reference at lowest possible cost. 
Answer: Liberty Record Storage Boxes— 
for over thirty-eight years recognized by 
industry as the lowest cost method wd 
housing inactive records. 


Geen) STORAGE BOXES = 


Heavy-duty 
corrugated 
fibre-board 
construction 
gives ten, fif- 
teen, twenty 
years of serv- 
ice and cuts costs way down. Just pen- 
nies a year does the job! 


= SYSTEM 


Liberty Boxes provide 
for “fast finding” of 
stored records be- 
cause of its unique 
| label design. The 
Liberty label assures 
you a simple, easy-to- 
use method for index- 
ing and filing your 
transferred records. 


ED FEATURES 


Your records are always 
protected against dust, 
dirt and dampness due 
to the unique cord and 
tension button closure. 
If accidently dropped, 
the contents can't spill 
out. 25 stock sizes 
available covering every 


= jay 7 oer at 
er eg or 


Factory applied 
labels with gum- 
med title strips a 
Liberty Box feature. 


C. & N.W.R.R. file 
room is both neat Popular office form— 


and efficient. special sizes to order. 


Cheong) USED AND SOLD FROM 
COAST TO COAST 
Liberty Boxes are ** 
stocked by station- 9 
ery and office equip- : 
ment dealers in every 
state, in every prin- 
cipal city. Write for 
the name of your 
dealer and a copy of 


our latest catalog. No 
| obligation, of course. 


Low cost installation 
at Southwestern Bell 
Telephone 


DRAWER STYLE 
TRANSFER 
FILES 


| STAXONSTEEL Transfer Files build their 


own steel framework as they are stacked— ~ 


| no shelving required. Easy gliding drawers 
at any height. Available in Legal, Letter, 
| Check, Freight Bill-and Tab Card sizes. 


BANKERS BOX COMPANY 


2607 North 25th Avenue « Franklin Park, Ill. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 47 
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A Dictating machine 

This Stenocord records dictation on 
a re-usable Mylar belt and is capable 
of doubling as a transcribing unit. Its 
changeable letter belt transcribes the 
equivalent of 12 minutes of 5 to 6 
typewritten pages. Of European ori- 
gin, the machine is being marketed in 
the U. S. by Pacific Instrument Corp.. 
336 S. La Brea Ave., Los Angeles, im- 
porter. (A-1) 


New. 
for the office 


V Vault doors 

Fire resistive and of flat sill construc- 
tion, this vault door is formed with 
deep, insulated tongues and grooves 
to act against penetration of heat and 
flames. It is a product of Meilink 
Steel Safe Co., Toledo. Vault doors 
can be opened from the inside. (A-2) 


A Stainless steel water cooler 

All stainless steel construction, com- 
bination finger-tip and toe water flow 
control, dual thermostats, hermetically- 
sealed compressor and _ silver-soldered 
joints are several of the features of the 
self-contained drinking water cooler 
manufactured by Temprite Products 
Corp., E. Maple Road, Birmingham, 
Mich. (A-3) 


V Fan-operated air freshner 

In neutralizing objectionable odors, 
the air freshener replaces them with 
fragrances of spice, pine, floral bou- 
quets or cedar. It operates on AC 
electric outlets and the product is man- 
ufactured by Williams Chemical Co., 
487 Broadway, New York. Price, 
$16.95, (A-4) 


A Electric fan cooler 

Oscillating louvers said to change di- 
rection of airflow 14 times each min- 
ute are a feature of this cooler from 
Lasko Metal Products, West Chester, 
Pa. Equipped with thermostats, the 
fan turns on and off automatically as 
the temperature rises or falls to pre- 
determined levels. Louvers operated by 
separate motors eliminate “hot spots” 
by directing air to all parts of the 
room, thereby keeping air in circula- 


tion. (A-5) 


A Multi-purpose tying machine 
Operation of the Inland Model “A” 
tying machine requires one forward 
and backward move of the handle for 
a complete tie. The model will ac- 
commodate wire gauges of 18, 18), 
and 19; it is 4% in. wide by 7 in. 
long, and weighs 24% Ibs. Inland 
Wire Products, 3947 S. Lowe Ave., 
(A-6) 
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V Electric adding machine 

Equipped with a “Balance Touch” 
keyboard, which combines key posi- 
tioning and balanced key feel, this 
new ten-key electric adding machine 
features two-color ribbon arrangement 
and automatic spacing for tear-off 
after totals. Burroughs Corp., Detroit 


32. (B-1) 


V Multi-drawer storage cabinet 
Transparent drawers, which subdivide 
into 2 or 3 separate compartments, 
molded of plastic for visible selection 
and numbering 112 to the cabinet are 
a feature of the Model 112V E-Z Find 
Full Vue storage cabinet of Akro-Mils, 
Inc., P. O. Box 989, Akron 9. (B-2) 


> Waste receptacles 

Constructed of heavy-gauge steel, with 
welded and rounded reinforced cor- 
ners and _ special baked-on-outdoor- 
enamel finish, the “Burn Basket” is 
designed for deposit of classified and 
confidential papers prior to burning. 
A hasp holds the top and body to- 
gether when the basket is padlocked. 
Bennett Mfg. Co., Alden, N. Y. (B-3) 


ea, a) ee fe ee? 


A Collating device 

Designed as a “desk-top companion to 
the stapler,” the Snappy-Rak collating 
unit holds about 200 sheets of each 
page of material and is usable with 
either power or hand staplers. Snappy- 
Rak, 501 Perry-Payne Bldg., Cleve- 
land 13. An enameled-metal device. 
it is available from the manufacturer 
with complete instructions for $9.50. 


(B-4) 


A Nameplate press 

A machine for stamping individual 
letters and numbers on various types 
of identification plates and tags, the 
Nameplate Press is a product of Clear- 
view Co., 172 Stanton St.,. New York 


Z, (B-5) 


A Vacuum-packed coffee vendor 
By means of a new method termed 
“infusion brewing,” this coffee vendor, 
according to the manufacturer, is the 
only vendor on the market to use 
vacuum-packed cans of coffee for on- 
the-spot brewing. The Vendo Co., 
7400 E. 12th St. Kansas City 26. 
(B-6) 


If further information is desired, use Reader Inquiry Card on Page 94 
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A Office draperies 
This window treatment uses Fortasa- 
ran casement fabric combined with 
linen drapery. The  all-synthetic 
cloth is woven of Fortisan and blend- 
ed yarn of saran and Dynel, acrylic 
fiber of Union Carbide and Carbon 
Corp. The fabric is flame resistant, 
does not absorb moisture or stains, 
is moth-proof and can be dry cleaned 
or vacuumed while hanging in place. 
Fortasaran currently is available in 
11 pastel shades, 45 in. wide, at 
about $5.95 per yard. Anton Maix, 
Inc., 48 E. 53rd St., New York. 
(C-1) 


A Custom-tailored credenzas 

The Streamliner Credenza, composed 
of single units covered with an as- 
stortment of tops, may be custom- 


tailored to meet personal require- 
ments and to match the Streamliner 
executive desk, thereby providing dis- 
tinction to the office and decorative 
housing for books, personal files, cat- 
alogs, papers and other business tools. 
Globe-Wernicke Co., Cincinnati 12, 
Ohio. (C-2) 


>» Perimeter lounge seating 
Designed to provide continuity ip 
lobbies, offices and reception rooms, 
the Perimeter line may be positioned 
as single, two- or three-seaters, with 
or without arms. Attachable tables 
are optional, as are corner radius 
units. The seaters are offered by The 
B. L. Marble Co., Bedford, Ohio. 
(C-3) 
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Vv New massive-base chair 

This new chair (Model C-22) in the 
company’s Challenger line offers two- 
tone upholstery, foam rubber cushions 
and finger-flick adjustment. The mas- 
sive formed steel base is undercoated 
for sound absorption and rolls on 
ball bearing casters with rubber 
wheels. It is a product of Cramer 
Posture Chair Co., Inc., 1205 Char- 
lotte, Kansas City 6, Mo. (C-4) 


Acrilan carpet 
Available in 12- and 15-ft. widths and 
average room-size, this Tuftwoven 
Acrilan carpet includes in its texture 
deep-set buds of color, framed in 
loop-woven Acrilan yarn. Color 
formulas are based on natural ele- 
ments, distillations of herbs and roots, 
and essences of grasses, barks and 
minerals, It is a new product of 
the Firth Industries, Inc., 295 5th 
Ave., New York 16. (C-5) 


A Mounted office globe 

Mounted on a rubbed walnut stand 
designed by Ken White Associates, 
these office globes provide one solu- 
tion to the problem of fitting the 
world globe into contemporary office 
interiors. The stand includes a brass 
base. Weber Costello, Chicago Hts., 
Ill. (C-6) 


If further information is desired, use Reader Inquiry Card on page 94 
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News 
pictorial 


A AMA planning council meets 
The Office Management Planning 
Council of the American Manage- 
ment Association met recently in New 
York City to plan the council’s 1957 
program. One of 10 similar councils, 
each with about 20 members, the 
council acts in an advisory capacity, 
meeting twice every year. Center 
figures are (left), William L. Crunk, 
AMA vice president in charge of 
the Office Management Division and 
general supervisor, sales offices, Rey- 
nolds Metals Co., and (right) Robert 
Gleason, division manager. 


V Office methods observed 

In Chicago recently to observe Ameri- 
can office management methods in 
action, C. G. Tollemar, right, secre- 
tary of the Stockholm Organization 
Department, City of Stockholm, 
Sweden, consults with A. H. Dorste- 
witz of Stivers Office Service concern- 
ing the latest U. S. methods of records 
keeping. In the United States for a 
9-month tour, Mr. Tollemar received 
a grant from the City of Stockholm 
and a scholarship from the Univer- 
sity of Stockholm, and has been study- 
ing at the University of Michigan. 


A New training center opens 
Commercial Controls Corp., Roches- 
ter, N. Y., in cooperation with its 
parent company, Friden Calculating 
Machine Co., San Leandro, Calif., 
has announced the establishment of 
a joint training program for instruc- 
tions in the operation and applica- 
tions of both companies’ products, 
and many other types of allied busi- 
ness equipment and supplies as well. 
Located on College Avenue in Ro- 
chester, the training center revolves 
around business systems of which the 
tape-controlled automatic writing ma- 
chine forms an integral part. Business 
systems and data processing courses 
are directed by H. J. Lindsay, Com- 
mercial’s advertising and sales promo- 
tion manager, and the general course 
of training lasts three weeks. Special 
courses on particular phases are con- 
ducted in one-week programs. Here, 
Mr. Lindsay describes one of the 
many applications of the Flexowriter 
Programatic, an automatic writing 
machine. 


AuTOMATIC 
Ee PURCHASE CRDERWkITING § 


A IBM aids Project Vanguard 
An IBM 704, a high-speed electronic 
computer manufactured by Interna- 
tional Business Machines Corp., will 
calculate and predict the orbit of the 
unmanned satellite to be launched by 
Project Vanguard during the Inter- 
national Geophysical Year, the Navy 
Department has announced. Here, 
Dr. John P. Hagen, project director, 
studies a full-scale cutaway model of 
the earth satellite to be fired from 
Patrick Air Force Base, Fla., some- 
time between July 1, 1957 and De- 
cember 31, 1958. 


q MONY offers polio “shots” 

Eight hundred employees at the home 
office of Mutual of New York are 
receiving free inoculations of Salk 
anti-polio vaccine. The company’s 
medical clinic, shown at left, is in- 
oculating about 100 employees a day. 
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A Monthly Feature 


Tools of the Office 


Numbering Machines, Time 
Recorders and Stamps, 
Check Devices 


THIS MONTH'S survey of office 
equipment embraces three types of 
machines which are related as to pur- 
pose, yet distinct in regard to approach 
and method of accomplishing these 
purposes. Each is usable in offices for 
the performance of standard, or re- 
curring, work of a routine nature; 
all three, however, serve different 
phases of this office routine. Like- 
wise, all of the machines are designed 
for speed, flexibility and versatility of 
use. Indeed, so important has this 
latter quality become in recent years 
that it is quite common today to 
find numbering machines, time re- 
‘corders and stamps, and check de- 
vices all linked together in certain 
operations; and often each will em- 
brace characteristics inherent in the 
other two. 

Numbering machines today require 
flexibility of design and operation and, 
since their use is neither confined to 
one department nor to the stamping 
of one or two duplicates of any sin- 
gle item, a high degree of clarity as 
well. Besides proving of value in 
mailrooms, these machines are of gen- 
eral office use in stamping invoices, 
receipts, and a host of similar docu- 
ments apart from correspondence. 
And although few may realize the 
fact, numbering machines are obtain- 
able in many sizes of figure impres- 
sions and range of digits. 

In much the same manner as these 
machines provide offices with chrono- 
logical recordings of mail and docu- 
ments received and processed, time 
recorders and stamps prove of im- 
mense value as liaison between the 
individual employee and the payroll 
department, and also as recorder of 
the exact time of receipt of mail. 
Among the machines in this line of 
equipment, models are available to 
indicate “elapsed” or working time 


of employees. Of invaluable assistance 
in computing exact time costs, the 
elapsed time recorder shows starting 
and finishing time, as well as actual 
working time required for a specific 
assignment. Basically, the unit is 
used to record the elapsed time of 
jobs in process through the key punch 
and verifying units of the tabulating 
department, furnishing daily time 
and quantity records by job and in- 
dividual. From these records, oper- 
ator production and work volume re- 
ports are maintained. 

Another type, equipped with bat- 
teries, is especially designed for use 
in field work, and may be mounted 
on trucks or utilized for other mobile 
applications. Irregular time indica- 
tions — i. e., lateness, overtime, etc., 
usually are printed in all this equip- 
ment by means of a color different 
from that employed in printing nor- 
mal time, and/or by recording out of 
normal pattern. 

Besides indicating time in a line 
of numbers or by clock dial, some re- 
corders also may be set to print such 
words or legends as COD, REC’D 
and PAID. Machines stamping con- 
tinental time (O-23) and_ fractional 
time up to hundredths of hours are 
available from many manufacturers. 

Recent developments in each cate- 
gory have uncovered a new type of 
machine which is gaining in stature: 
the perforator, One important fea- 


These pictures indicate the range of 
equipment offered by manufacturers. 
Top: A new type numbering and/or 
dating machine. Second and Third: 
Time recorders. Fourth: A check 
signer. Bottom: Card showing digit 
sizes available from various manual 
models of numbering machines. 
(Pictures by courtesy of Weber, La- 
them, Cincinnati, Hall-Welter and 
American, respectively.) 
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ture ot numbering - perforating ma- 
chines is that duplicate and triplicate 
repeating is seldom required, since 
from one to 20 sheets of paper can 
be numbered in a single actuation of 
the perforator. This type of actua- 
tion is becoming popular in time re- 
corders and check devices as well. 
In spite of their permanence of pro- 
tection for writers and signers of 
checks, however, perforating check 
cancellers usually require hand feeding 
of checks, whether or not they are 
manually or electrically operated; al- 
though their ability to mark as many 
as 20 items at one time gives them a 
production rate similar to that of 
devices with automatic feed which 
mark only one item at one time. 


Likewise, numbering machines in- 
clude a variety of types, from carbon 
copy numbering machines to the 
combination dating and numbering 
machine. Ink pads usually are built 
inside the machine, and movements, 
including consecutive, repeat, skip, 
reverse, duplicate, triplicate, etc., can 
total as high as 14. Some models offer 
visibility through the front of the 
machine of the figure to be printed. 
Some models may be attached to the 
wall, and are thus perpendicular to 
the leading edge of a sheet of paper. 
This !atter point is particularly useful 
for companies which employ vertical, 
or open shelf filing, since these  sys- 
tems demand that folders be num- 
bered along their top edges. 


Other improvements in newer 
models include roller bearings, which 
aia in lessening friction and wear; 
dial-setting devices, which afford 
quick and convenient interchange- 
ability of movement; protection of 
working parts from dust and dirt by 
shielding them within the wheel; and 
inking pads which do not require re- 
moval during re-inking. Lever ar- 
rangements, which enable each num- 
ber to be printed as many times as 
desired before advancement to the 
next consecutive number is made, 
are a specialty of certain manufactur- 
ers, as well as movement control dials, 
whereby the dial normally is locked 
in position, eliminating accidental 
changes in setting. 

Check devices not only cancel 
checks, invoices, notes, passbooks, rev- 
enue stamps and the like, but they 
also may be applied to validate pur- 
chase orders, meal tickets, licenses, 


FEBRUARY 1957 


etc.; receipt insurance premiums, bills 
of lading, freight waybills, etc.; mark 
coupon payment books for banks and 
finance companies; designate samples 
of insurance policies, photographic 
proofs and office documents to prevent 
use of them as genuine; and code 
packaged foods, chemicals, drugs and 
various other material. Among the 
types of machines included in this 
category are check endorsers, signers, 
writers, protectors and_ perforators. 
Many models of signers now can 
double as endorsers, while occasion- 
ally machines purchased primarily as 
endorsers are utilized for specialized 
signing operations. 

Protection against fraud is afforded 
in many ways. Special straight- or 
wavy-lined backgrounds behind the 
signature, maceration, serration, multi- 
colored imprint of signatures or the 
use of special paper to detect erasures 
are several methods of insuring max- 
imum protection. Many of the check 
devices will sign vouchers, checks in 
strips, continuous forms and letters, 
and endorse checks. One asset of 
these machines is their ability to print 
identical mechanical signatures at all 
times, and, since more companies now 
pay employees by check than ever 
before, they have an added value in 
aiding busy executives conserve time 
by releasing them from duties of a 
routine nature. 

Selective positioning of endorsement 
prevents obliteration of prior endorse- 
ments, and the versatility of the ma- 
chines permits use for straight en- 
dorsing or cancelling in conjunction 
with adding or posting machines, or 
in combination with commercial mi- 
crofilming machines. Most of these 
devices will stack checks after im- 
printing in original sequence and fea- 
ture variable speed control which ad- 
justs the speed of the machine to that 
of the operator. 

Flexibility in check devices is such 
that at least one concern has con- 
structed a printing head which may 
be interchanged with a postage meter, 
and the device becomes, in turn, a 
mailing machine for envelopes and 
parcels. 

It is entirely possible, after consid- 
ering the flexibility of these three 
machines, that the future may find 
them tied in closely to Integrated Data 
Processing. Each of them, for ex- 
ample, well might be applied in IDP 
by means of one or more of the 


common language media, such as 
magnetic tape, which would allow the 
numbering of documents to be linked 
in an automated manner with the 
work of the employee, the payroll 
department and final disbursement 
of checks. 


The listings which follow indicate. 


in general the nature of equipment 
offered by major manufacturers in 
these three fields. 


The Manufacturers 
Numbering Machines 


Ajax Business Machines, Inc., 112 
Magnolia St., New Cassel, L. 1., N.Y. 
This company offers one model of 
an electric “quick-set” numbering de- 
vice which is trigger-operated and 
includes up to 15 wheels. Quick set- 
ting is possible by means of levers on 
the outside of the machine, and 
wheels can be engraved according to 
specifications. The machine can be 
equipped with die plates, word rolls, 
slides, etc. Ajax also features an elec- 
tric automatic numbering, and a 
manual-operated numbering machine, 
in two models of each. The electric 
machine is trigger-operated, and spe- 
cial wheels can be engraved. Stand- 
ard is 6 wheels, with one movement 
plus repeat. The manually-operated 
machine, of the press down variety, 
features one movement plus repeat, 
and special wheels can be engraved. 


A typical Bates four-movement man- 
ual numbering machine, this model 
offers the standard duplicate, con- 
secutive, triplicate and repeat move- 
ment. 
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This numbering machine is one offer- 
ing five movements and six wheels 
for numbering office documents. 
(Picture by courtesy of Homs.) 


Standard is 6 wheels. Each of these 
machines can be equipped with die 
plates, word rolls, slides, etc. Base 
price of electric “quick-set” machine, 
$350; electric automatic machine, 
$200; tnanual machine, $150. 
American Numbering Machine Co., 
Atlintic & Shepherd Aves., Brooklyn 
8, N. Y. Three lines of numbering 
machines are available. The Ameri- 
can Visible Line (Nos, 21, 41, 71 
and 81) consists of hand model ma- 
chines offering up to 9 movements, 
including consecutive, repeat, ~ skip, 
reverse, duplicate and triplicate, all 
of which are interchangeable. Num- 
bers to be printed are visible through 
the front of the machine. The 5 in 
1 Line (Nos. 110 and 111), also 
hand-operated, offers up to nine inter- 
changeable movements. The Ameri- 
can “Speed-Set” Line (Nos. 42, 43 
and 44) is hand-operated and includes 
the Speed Set Lot and Piece Num- 
bers and Speed Set Yardage Machines. 
Other numbering machines available 
include Lever Numbering, Carbon 
Copy, Hectograph Ribbon, Dating, 
Combined Dating and Numbering 
machines, and Price Markers. 
Bankers & Merchants, Inc., 3227-39 
N. Sheffield Ave., Chicago 13. Four 
models of the Faymus Line hand- 
operated numbering machines are 
produced by this company. The Junior. 
Model includes a range of figures up 
to 9999; while Models A, AC, and 


10C range as high as 999999. All 
models offer consecutive, duplicate, 
repeat, triplicate and quadruplicate 
movement. Price range, $8.95 to 
$18.95. 

Bates Mfg. Co., Orange, N. ]. 
About 12 models of numbering ma- 
chines are offered, each hand-operated 
and available with up to 14 digits. 
Special symbols for printing can be 
made to order, and features include 
inside movement, steel engraved 
wheels which are replaceable and die 
plates on special order. Price range, 
$28.50 to $250. 

Cincinnati Time Recorder Co., 
1733 Central Ave., Cincinnati 14, 
Ohio. Cincinnati's Model 3900 fea- 
tures electric automatic trip and con- 
secutive, repeat and duplicate move- 
ment, not interchangeable. Avail- 
ability of upper and lower die plates is 
a feature. Price range, $175. 

Cummins-Chicago Corp. 4740 N. 
Ravenswood, Chicago 40. This com- 
pany’s line of numbering perforators 
includes 23 models which are manual 
and 23 electric. Six of each type have 
automatic consecutive: advancement; 
the remaining have manually-set se- 
lector rings. Special construction is 
available for any letter or symbol, 
but each selector ring is limited to 
11 positions, one usually a blank po- 
sition. Consecutive and repeat move- 
ments are available in the automatic 
models. Up to 20 sheets may be num- 
bered with a single action of the ma- 
chines. Price range, $310 to $1,500. 

Force Western, Inc., 216 W. Jack- 
son Blvd., Chicago 6. Eight models 
of the Powermatic Line are available 
from this company. Machines are 
triggered by insertion of the docu- 
ment, and both electric trigger and foot- 
switch trigger varieties are offered. 
Up to 12 wheels available, and 3 of 
the models can be adapted for dates 
or word slugs. A variety of move- 
ments is available, and may be inter- 
changed by resetting actuating pawl. 
Price range, $175 to $350. 

William A. Force & Co., Inc., 216 
Nichols Ave., Brooklyn 8, N. Y. This 
company has available a line of hand- 
operated models, including Models 
150 and 200, and the Paragon and 
Columbia Lines. Dates may be in- 
cluded in several of the Paragon mod- 
els; and movements for all lines in- 
clude consecutive, duplicate and re- 
peat; consecutive, triplicate and_re- 
peat; or consecutive, quadruplicate 


The three numbering and one time 
recording machine here are, top: A 
hand model for vertical indexing 
operations. Second: A larger model 
for numbering and coding. Third: 
A service dater and numberer. Bot- 
tom: An automatic time stamp. (Pic- 
tures by courtesy of Wm. Force, 
Force Western, Rapidprint and IBM, 
respectively.) 
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Here, left and center, are two types 
of modern time recorders which 
record irregular time with colored 
imprint and/or out of normal pat- 
tern. Pictured on the right is an 
automatic check endorser. (Pictures 
by courtesy of Stromberg, Simplex 
and Cummins-Chicago, respectively.) 


and repeat. Prices vary according to 
number of wheels desired. The com- 
pany also ‘has developed a new 
hand-operated machine for vertical 
terminal digit indexing, designed to 
aid numbering along the outside 
edges of folders or dividers used in 
open shelf filing. In addition, a new 
model provides for “numbering in 
code,” the numerals appearing in 
the five-channel code used in some 
integrated data processing systems. 
Magnetic ink can be used. 

Douglas Homs Co., 326 Jackson 
St., San Francisco 11, Calif. About 
10 models of Homs hand-operated 
machines are offered, some models 
offering foot-pedal operation. Other 
models can be adapted for letters, 
phrases, prices, etc., and all hand- 
operated machines feature five move- 
ments, through quadruplicate. Die 
plates, in Gothic type, are available 
for most numbering machines and 
daters. Price ranges: Daters, from $5; 
numbering machines, from $14.25; 
combination dater-numbering machine, 
from $39.50. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Three 
models of the Tickometer Line, and 
one of the R-line, are featured by 
Pitney-Bowes. All are electric-pow- 
ered and triggered by insertion of 
document. A wide variety of symbols 
to order is available; a special fea- 
ture is pre-determined counting. Dies 
and type available on order. Price 
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range, $1,460 to $2,940; repeat num- 
bering machines may be rented or 
purchased. 

Rapidprint Time Recorders, Inc., 
P. O. Box 580, Middletown, Conn. 
One line each of electric- and hand- 
operated machines is produced by this 
company. Electric models can hold 
up to 12 characters in one line, and 
all contain upper and/or lower die 
plates — fixed or removable at will 
—for special engraved legends. Mod- 
els activated by external lever, push 
button or hand set are available. Price 
range, $160 to $187.50. Hand-oper- 
ated models hold up to six characters 
in one line; contain fixed upper and 
lower die plate, and offer interchange- 
able consecutive and repeat movement. 
Price range, $75 to $86.50. One style 
of number wheel — Gothic — can 
be supplied for both electric and man- 
ual machines. 

Roberts Numbering Machine Co., 
700 Jamaica Ave., Brooklyn 8, N. Y. 
Eleven automatic hand numbering, 
and two electric numbering machines 
are available, the electric models of- 
fering choice of either hand or foot- 
switch. Hand-operated machines have 
capacities up to 10 figures, and up 
to 14 movements and backward mo- 
tion. Features include manual ad- 
vancing and visual setting. The 
electric models have a six-wheel ca- 
pacity and consecutive, duplicate and 
repeat movement. Price ranges: Hand- 
operated machines, $24.50 up; electric, 
about $200. 

Simplex Time Recorder Co., 50 S. 
Lincoln Ave., Gardner, Mass. Sim- 
plex electric number stamps, in four 
models, include automatic trigger 
trip, electro touch action and electric 
foot petal. A count repeat switch 
allows variable stamping, and four 
movements are available in each 
machine, not selectively interchange- 


able. Special features: Key slug, dies, 
hexagon word cylinders, visual num- 
bering counters, ignition lock guide 
for location registration. Price range, 
$170 to $235. Simplex also, offers about 
130 other models of numbering ma- 
chines. 

Weber and Son, 1166 Broad St., 
Newark, N. ]. Weber’s electric num- 
bering and/or dating machine is 
triggered by insertion or by electric 
foot-switch. Features include inter- 
changeable numbering head unit, 
which is reversible for inverted print- 
ing; adjustable paper guides and trig- 
ger location; electronic controls to 
eliminate skips and repeats, and the 
ability to print in horizontal, vertical 
or inverted sequence. Price range, 
$575 to $985. 


Time Recorders and Stamps 
Ajax Business Machines, Inc., 112 
Magnolia St., New Cassel, L. I., N. Y. 
Ajax offers one model of an auto 
matic time and date stamp, and two 
manual types. The automatic ma- 
chine, trigger-operated, is electrically- 
powered and prints time indications 
in hours and minutes. For use in 
mailrooms, the machines are avail- 
able with die plates, word rolls, slides, 
etc. The manual varieties are electric- 
and spring-powered, are of the 
plunger-operated type, and print time 
indications on a dial. These machines 
likewise are available with die plates 
and word rolls. Price ranges: Auto- 
matic machines, $185; manual, $80. 
Automatic Time Stamp Co., Box 
322, Amherst, N. H. Several hand- 
operated machines are supplied by 
this company, some  spring-wound 
with lock cover, others with electri- 
cally-operated clock and printing dial. 
Words in word rolls can be inter- 
changed, and lock-bottom covers may 
be obtained for $5 extra. Price range, 
$90, without word roll and lock. 
Calculagraph Co., 306 Sussex St., 
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This check signer is constructed for 
vertical, or endwise, feeding. Some 
of the high-speed varieties can sign 
more than 20,000 checks each hour. 
(Picture courtesy of Cummins- 


Chicago.) 


Harrison, N. ].. The “Calculagraph,” 
manufactured by this company, is a 
self-contained timer which computes 
automatically actual elapsed, or work- 
ing time, in addition to actual clock 
time. The machine prints the time 
of day on a card when an elapsed 
time record begins, and prints also 
the finishing time and total elapsed 
time. This record is permanent. 
Special features of the machine in- 
clude adaptation to a wide variety 
of sizes and types of cards used in 
industry, and automatic omission of 
lunch and other non-working periods 
by means of a cut-out device. No 
master clock or special wiring is nec- 
essary. Model 141 prints elapsed time 
in hours and tenths of an_ hour; 
models 9, 101 and 161 ME prints time 
in hours and minutes. Two styles of 
cases are available: “A,” for placing 
on tops of tables or benches; “C,” for 
use in flush-mounted installation. 
Cincinnati Time Recorder Co., 
Ave., Cincinnati 14. 
Eleven models of electric time re- 
corders are manufactured by Cincin- 
nati, featuring 6- and 12-volt bat- 
teries. Maciiines are hand-, electric- 
or battery-operated, or trigger-tripped. 
Time indications are printed in hours 
and minutes, hours and tenths of 
hours and hundredths of hours. Of- 


fering two colors for protective print- 


ing of time irregularities, the ma- 
chines are priced from $155 to $200. 
Cincinnati has announced develop- 
ment of a new model designed espe- 
cially for truck or other mobile appli- 
cation, with power supplied by either 
a 6- or 12-volt battery, and useful 
for any field service where hourly 
rates apply. 

The Dorson Corp., 605 W. Wash- 
ington Blvd., Chicago 6. Although 
this company has manufactured a 
spring - driven, hand-operated time 
stamp, usable for mail room work and 
other time measurements, current de- 
tails were not available at press time. 

International Business Machines 
Corp., 590 Madison Ave., New York 
22. IBM time recorder equipment in- 
cludes 3 time stamps (Types 7800, 
7500 and 7400), 1 job cost recorder 
(Type 2500), 1 combination job cost- 
attendance time recorder (Type 780-5), 
and 5 attendance time recorders (in- 
cluding Types 8500, 8600, 8700 and 
8900). Timing devices feature elec- 
tric-AC or self-regulating master time 
control; and type of power used in 
printing is electric, except Type 7500 
Time Stamp and Type 780-5 Job Re- 
corder, which require manual imprint- 
ing of record. Type 7800, completely 
automatic, changes every minute, hour 
and day, including long and_ short 
months and the extra day in leap 
year. Price range, $225 up, depend- 
ing upon features desired. Printing 
heads of Type 7500 can be raised to 
a 90-degree angle for stamping pack- 
ages, bulky documents, etc., and the 
machine is priced at $120 up. Type 
7400, with automatic ribbon feed and 
reverse, is priced at $185 up. Type 
2500 features a maximum of 6 type 
wheels, and is priced at $195 up. 
Type 780-5, also with automatic ribbon 
advance and reverse, is priced at $120 
up. Type 8500 is available for opera- 
tion from supervised AC (synchonous 
motor) or self-regulating master time 
control (impulse, electronic or syn- 
chronous wire), and is priced at $310 
up. Type 8600 offers 16 or 22 vertical 
changes to permit coverage of a wide 
variation of staggered work schedules 
and multiple shifts; price, $340 and 
up. Type 8700, priced at $340 up, 
features continental time wheels and 
tenths or hundredths of hours for 
direct substraction. Type 8900, avail- 
able from supervised AC or self- 
regulating master time control, is 
priced from $245 up. 


A. D. Joslin Mfg. Co., Manistee, 
Mich. Two models—Stem Set and Key 
Set — in the Eclipse Time Stamp 
Line are offered by Joslin. Each is 
manually-operated, and features 40- 
hour, spring wound, jeweled clock 


movement. Rubber inscription dies, 
for name or department designa- 
tion, are available. Priced at $35, 


plus $2 for name die, if desired. 


Lathem Time Recorder Co., 76 3rd 
St, N.W., Atlanta 8. Printing time 
in red and blue, Lathem offers 3 
models in its 3800 Series of electric time 
recorders. Features include special 
rust-proofing for outdoor use, special 
lubrication for extreme cold, and the 
ability to print on thick papers or 
tags along the edge of form used. 
Priced at $175. 


Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. One model 
of the R-line time recorder is avail- 
able, featuring hand-powered mechan- 
ism for stamping numerals in hours 
and_half-hours. 


Rapidprint Time Recorders, Inc., P. 
O. Box 580, Middletown, Conn. Seven 
models are available from Rapidprint, 
6 electric- and 1 spring-powered. Five 
also feature electrically-powered_print- 
ing; 2, hand-powered. All models 
available with die plates for printing 
words or legends. Visible clock faces 
are standard on some models. 
range, $80 to $151.50. 


Simplex Time Recorder Co., 50 S. 
Lincoln Ave., Gardner, Mass. Twelve 
models are available from Simplex, 
all of which feature electric synchon- 
ous motor and 8-day  spring-driven 
power. Type of power used in print- 
ing may be trigger-tripped, or activ- 
ated by electro touch or hand register. 
Time irregularities are in red and 
also recorded out of the normal pat- 
tern. Dies and word cylinders avail- 
able on all stamps; symbols available 
on all clocks and stamps; units pro- 
vided with lock cases; automatic sig- 
nal programming with  minute-to- 
minute schedule through a 24-hour 
period featured on all payroll attend- 
ance clocks; space for automatic pro- 
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Next Month: 
Water Coolers 
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check 


The endorsing 
signing machines pictured here point 
up the special check-stacking qual- 
ities of certain of these machines. In 
bottom picture, a belt to feed and 


(top) and 


eject checks is shown. (Pictures by 
courtesy of Commercial and Todd.) 


gramming provided on cards; visible 
time dials. Price range, $115 to $365. 

Stromberg Time Corp., a subsidiary 
of General Time Corp., Thomaston, 
Conn. Stromberg’s time recording 
equipment may operate independently 
as single units or as part of a master 
time system. Among the products 
manufactured are the Unitrip, which 
automatically provides primary time 
records of employee time and locates 
the time imprint in the proper space; 
the Autospeed, completely electric and 
capable of printing both symbols and 
words; and the Line-a-Matic, a con- 
secutive spacing time recorder which 
records time upon insertion of cards 
and automatically positions the next 
imprint in the proper space. Price 
ranges: Unitrip, $325 up; Autospeed, 
$285 up, and Line-a-Matic, $175 up. 
All Stromberg products are available 
in choice of slate grey, sand beige or 
surf green. 


Check Devices 


Ajax Business Machines, Inc., 112 
Magnolia St., New Cassel, L. 1., N. Y. 
The hand-powered Hercules check 
certifier, in 4 models, offers one type 
of protection: Serration. Hand-power 
is used in both feeding checks and 
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in printing. A_ special feature is the 
capability of wheels to be engraved 
for foreign currency. Price range, $225 
to $395. 

American Bank Equipment Co., 
5408-10 Jefferson St., Philadelphia 31. 


A. B. E. Perforators constitute the 
supplied by 


line of check devices 

American. The machines allow for 
perforation of numbers or words or 
groups of numbers, changeable by 
selector rings. Permanent protection 
is allowed, since the perforation can- 
not be erased. Power for feeding and 
printing can be either electric or 
manual; electrically-operated models 
used for printing trip automatically. 
Price range, $98.50 to $1,795. 

The American Perforator Co., 617 
W. Jackson Blvd., Chicago 6. A check 
endorser operating on 110-volt  cur- 
rent has been supplied by this com- 
pany; current details were not avail- 
able at press time. 

Checkwriter Co., Inc., 565 Broad- 
way, New York 12. The Protex check 
signer, in three portable models, has 
been approved by the New York 
Stock Exchange for signing stock 
certificates, the manufacturer states. 
Feeding power is manual; electric 
solenoid 


operation, triggered auto- 
matically by insertion of check, is 
used in printing. Capacity, 2,500 


checks each hour. Price, $267.50 for 
unit, including one single signature 
plate. 

Cincinnati Time Recorder Co., 
1733, Central Ave., Cincinnati 14. 
Four models of the Tym-an-Dater de- 
vice for signing and endorsing checks 
are available. Manual or electric 
power is used in feeding checks; elec- 
tric power is used in printing. Price 
range, $155 to $200. 

Commercial Controls Corp., | 
Leighton Ave., Rochester 2, N. Y. 
Commercial’s Endorsograph is avail- 
able in 2 models: Model NC, used in 
conjunction with adding or posting 
machines; and Model NX, for use in 
conjunction with check microfilming 
machines. When endorsing or can- 
celling, the speed of operation reaches 
up to 300 checks each minute. Spe- 
cial features are: Convertibility from 
cancelling to endorsing use; automatic 
stacking of checks in original  se- 
quence; built-in wheel type data unit 
and numerical wheels which make easy 
batch identification possible; selective 
positioning of endorsements prevents 


obliteration of prior endorsements; 
variable speed control is adjustable to 
operator or machine speed. 

Cummins-Chicago Corp., 4740 N. 
Ravenswood, Chicago 40. This com- 
pany offers 15 manual, 15 electric and 
one fixed cancelling line of perforators, 
3 series of check signers and 5 mod- 
els of endorsers. The cancelling ma- 
chines, designed for a variety oi pur- 
poses, offer protection through per- 
foration, and range in price from 
$79.50 two $955. The check signers 
utilize either hand or electric power in 
feeding, and all use electric power in 
printing. The machines can double 
as endorsers, and cover lock pre- 
vents removal of signature die. Price 
range, $395 to $1,700. Check en- 
dorsers, which can be used as signers, 
also handle such auxiliary stamping 
operations as validating remittance 
advices. Inking is completely auto- 
matic, and no ribbons are required. 
Price range, $395 to $1,150; special 
model which prints on both sides 
of check is priced at $2,500. 


Hall-Welter Co., Inc., 42 Mt. Hope 
Ave., Rochester 20, N. Y. Two lines 
are offered: Speedrite check writers 
and Chexsigno check signers. Each 
of the two models in both lines offers 
serration and maceration for protec- 
tion. Both lines require manual op- 
eration in feeding; Speedrite requires 
manual operation also for power in 
printing, while Chexsigno offers 
either manual or electric power. The 
machines are available in a_ wide 
range of foreign currencies and in- 
clude models that provide up to 12 
currencies in the same unit. Price 
range, $119.95 to $300. 

The Hedman Co., 1158 W. Armi- 
tage Ave., Chicago 14. This company 
has provided the “Premier Electric” 
electrically - operated check signer. 
Current details were not available at 
press time. 

Monroe Calculating Machine Co., 
Inc., 355 Mitchell St., Orange, N. J. 
Monroe has manufactured the D-10- 
ww Keyboard check writer for auto- 
matic imprinting and ejection of 
checks. Current details were not 
available at press time. 


Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Two mod- 
els of the Tickometer are available 
for signing, dating, coding, endors- 
ing. counting and cancelling checks. 
Indelible ink is used for protection. 
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Tools of the Office 


Automatic friction feed and_ the 
ability to hold a 3-inch stack of checks 
at one time are features. Speed of 
operation varies from 240 to 600 per 
minute. Price range, $1,460 to $2,210; 
some models can be rented and later 
converted to sale, with a rental credit 
applied. One model of R-line like- 
wise is offered; the printing head is 
interchangeable with a postage meter 
head, which turns the machine into a 
mailing machine for envelopes, parcels 
and the like. Features include key- 
locked printing head, machine and 
counter; removable signature dies; 
and hand or automatic feed, with 
electric power used in printing. Price: 
Machines, $776; printing head, $28. 


Rapidprint Time Recorders, Inc., 
P. O. Box 580, Middletown, Conn. 
Rapidprint has available 3 models of 
check signers and endorsers, hand- 
operated in feeding. Adjustable 
guides for positioning checks, check- 
counting units, and device to allow 
for consecutive numbering along with 
date are features of some of these 


models. Price ranges: Check signers, 
$190 and $210; check signer-endorser, 
$125; check endorsers, $85. 


Safeguard Corp., Lansdale, Penna. 
Four models of the Chek-gard line 
of check writers and designers are 
available. Protection for writers is 
provided by serration; for signers by 
maceration of the signature. Hand- 
powered operations required in feed- 
ing and printing. The machines are 
available in a wide variety of foreign 
symbols; their ink cartridge is easily 
inserted, and one operation both cuts 
and clears. 


Simplex Time Recorder Co., 50 S. 
Lincoln Ave., Gardner, Mass. The 
Simplex line of signature and endors- 
ing stamps is offered in two models 
featuring non-reset electric visual 
counters which tell number registra- 
tions. Price range, $100 to $125. An 
ignition iock makes stamp inoperative 


when locked. 


The Todd Co., Inc., P. O. Box 910, 
Rochester 3, N. Y. Three lines of 
check devices are offered by Todd: 
Protectograph, Blue-Streak and Im- 


printer. Eight basic models of the 
Protectograph serve to write, sign, 
write and sign, and certify checks. Pro- 
tection is afforded by serration and 
platen with penetrating ink. Foreign 
currency symbols are available, and 
signing machines have counters. Three 
basic models of Blue-Streak are offered 
for writing, signing, writing with ad- 
ding and listing, imprinting bank name, | 
and numbering. Electric feeding is | 
accomplished by means of a belt and 
ejection by belt drive. Machines have | 
counters; checks are stacked auto- 
matically; serration and platen with 
penetrating ink provide protection, 
The Imprinter line, in 2 basic models, 
is designed for imprinting by banks 
on personal checks. Electric feed by 
belt and ejection by belt drive are 
features, as are pre-set counters for 
halting the machine on count andj| 
automatic stacking of checks. Both | 
hand and electric models, triggered by 
a hand switch, are offered in the 
Protectograph line; printing in the 
remaining 2 lines is electric powered 
and triggered automatically. Price 
ranges: Protectograph, $121 to $550; 
Blue-Streak, $783 to $1,395; the Im- 
printer line is available by lease. 


Force CGOLU y. 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big 44” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 


aA new BINDER ror 
“OFFICE MANAGEMENT” 


Single Binders $3.00 Postpaid 


OFFICE MANAGE: 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual} 
YEARBOOK issue of 
OFFICE MANAGE} 


Protect your copies of | 
\ 


MENT. Binders are made 
of heavy-weight 

and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. |) 
Backbone panel gives 
space for labeling volume 
and year. In ividual 
wires hold each issue 
securely, make insertion 
easy. 


“x CO., co 
216 Nichols Ave 
al 8. | 


- 
SAN FRANCISCO e MONTREAL 


: FORCE 


*s NEW YORK eo 
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Two (2) Binders $5.50 Postpaid | 
Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 
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ffered ; 

h ad- Why not give your form letters that 

-* “Hand Typed” look that gets them read! 

t and = 
have | Now you can give form letters all the interest and oe 
auto- appeal of a personally dictated letter—for as little a 
with as a penny a page! 4 € 

ction, Robotyper works something like a player piano % 

odels, ..-1960 style. Automatically types from 150 to ee 

banks 250 letters a day with an electric typewriter. e 

by Want to personalize them? Robotyper stops at ss 

te any selected point. Lets you type in dates, names 

r a or figures. If one Robotyper isn’t enough, you can 
a } hook up two, three, or even four together. One 
db typist can easily operate them all. 

e 

' Me Robotyper can also be used to compose and type 

: routine business letters. Simply make up a list of 

aaa standard paragraphs covering most usual situa- se 
Price tions. Check off the proper paragraphs for any = 
$550: given letter. Robotyper does the rest. 

. aa And it’s all so easy! Any typist who can push a os 

button can operate a Robotyper. It takes only 

minutes a day from her regular work. 
| If you send out form letters, reports, or bulletins, 

get the money-saving story on Robotypers. Write 

today to the nearest Royal Typewriter Company iy 
branch for a free descriptive folder. 4 
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—_— ROBOTYPER multiplies an electric typewriter’s 

ertion output 4 to 16 times. 

\ ® 
ROBOTYPERS 
Electrics + Standards + Portables + Roytype® Business Supplies 

; | “Robotypers” are manufactured by Robotyper Corporation, a subsidiary of Royal McBee Corp. 
York 
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B CARDINEER 

a ROTARY CARD FILES 
ARE CUTTING 
RECORD KEEPING 
COST 
EVERYWHERE! 
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Eliminating overtime... improving 
accuracy...and saving up to 50% in time 
and space costs...are the benefits 
thousands of firms enjoy while using 
Cardineers for all kinds of card records. 


Diebold Rotary Card Files have brought 
practical automation to record keeping. 
At the touch of a button, Cardineers 
bring records to your finger-tips for 
fast referring, posting or changing opera- 
tions. They cut productive work motions 
to an absolute minimum. They elimi- 
nate unproductive bustling. 


For case histories on proven savings, 
call your local Diebold representative 
...or mail the coupon today. 


Diebold 


INCORPORATED 
980 Mulberry Rd., S.£. © Canton 2, Ohio 


PAYROLL 


@ 


QUESTION 


PROTECTED BY DIFBOLD 


-_— 
MAINTENANCE 
a 


; ¥ 
PURCHASING 


Please send case histories that 
will give us ideas for improving 
a CU 
DIEBOLD, INC. 

980 Mulberry Rd., S. E. * Canton 2, Ohio 

Firm 
Individual 
Street 
City Zone 


Title. 


State ___. 


N-300-08 
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Office automation— 


(From page 47) 


processing of raw material in a fac- 
tory. 

Allegorically, automation in its pos- 
sibilities for reporting routines might 
be likened to a thermometer. A house- 
holder can tell what the temperature 
is outside by various methods. He can 
open the window, make a guess, and 
proceed on the basis of that guess. He 
can read the weather report in the 
morning paper, see what figures and 
forecast were at the time the paper was 
printed, and make a much more re- 
liable estimate of just what the tem- 
perature should be right now. Or, he 
can install a thermometer outside his 
window, and look out to see what the 
temperature is at the moment he 
needs to know it. 


The newspaper’s figures are prob- 
ably more exact than his thermometer’s 
—but they are exact for yesterday’s 
weather, not today’s. The thermome- 
ter, even though it may be off by a 
degree or so, gives the householder a 
much more reliable picture of the fig- 
ure he really wants to know—the tem- 
perature right now. 


Review called for 


Thus, before automation can be 
fully exploited, many of our tradi- 
tional accounting and reporting stand- 
ards may have to be analyzed and 
revised. All the fast data processing 
machinery in the world cannot pro- 
duce results at a faster pace than the 
slowest link in the chain through 
which those data must pass, If the 
standards of absolute accuracy, of tech- 
nically complete information which we 
have had to insist on in the past con- 
tinue to be our absolute standard in 
the future, we may automatically 
throw away many of the advantages 
automation can offer. 

It is on this new frontier offered 
by automation that a link is establish- 
ed with an even newer concept— 
operations research. If we are to use 
sampling techniques, if we are to em- 
ploy statistical inference to arrive at 
checks on the company operations, 
operations research methods must be 
called on. So, to a degree it is three 
new developments—the concepts of 
operations research and automation, 
and the machines that are making 
those concepts more applicable each 
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Office in Indiana Building, Indianapolis, Indiana, showing ceiling in- 
stallation of Acousti-Celotex Perforated Mineral Fiber Tile on the 
Structural Acousti-Line* Suspension System. Architect: D. A. Bohlen & 


Son. Acousti-Celotex Contractor: Hugh J. Baker & Company. 


When Noise Goes Out, Efficiency Goes Up! 


» 


In today’s modern offices, operating managers by the 
hundreds are finding an effective answer to the prob- 
lems of excessive personnel turnover, absenteeism, 
and errors: Acousti-Celotex Sound Conditioning! A 
sound-absorbing ceiling of Acousti-Celotex Tile 
arrests din of office machines and traffic, provides an 


atmosphere of quiet comfort. Employee efficiency and 
morale rise . . . and management benefits in increased 
productivity—a more profitable operation. Mail 
Coupon Today for a free analysis of your office noise 
problem, plus free informative booklet, ‘Sound Con- 
ditioning for Office Workers.” 


"rec. U.S. PAT. OFF. 


REGISTERED U.S. PAT. OFF. 


MAIL NOW! 

The Celotex Corporation, Dept. O-27 

120 South La Salle Street, Chicago 3, Illinois 

Without cost or obligation, please send me the Acousti- 


Celotex Sound Conditioning Survey Chart, and your new 
booklet, “Sound Conditioning for Office Workers.” 


Products to Meet Every Sound Conditioning Problem . . . Every Building Code—The Celotex Corporation, 
120 S. LaSalle St., Chicago 3, Illinois © In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 
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eeERERY 
acc 


BERE| 


Important 
e5 correspondence 


Sy makes the 
au BEST 
x IMPRESSION 
when typed with 


Webster Durametric 
Multikopy* 


eo le 


EERE BE 


\ is 

rad Easy to see why! Webster's exclusive num {~~ 

“y bered margin gives complete control...prevents \3 
: running over...insures a neat, well-spaced uy 


letter ...saves costly retyping time and 38 
ue materials. = 
a a 

This uncoated edge makes for cleaner carbon \° 
handling too...so no danger of smudging orig- pe 


iy 


inals or copies (or fingers) 


Webster Durametric is made of the highest 
quality materials for consistent performance 
.for more wear .for more economy. 


- And as a bonus for secretaries MultiKopy 
*Bithess Durametric stays flat even in extreme temper-— 
oo atures — it’s specially treated to resist 

@ curling. 


Ee So for letters that matter -—— that speak for 
ba and sell the high caliber of your company 


fat only Webster MultiKopy Durametric Carbon 
papers will do 

i ge There's a MultiKopy Durametric weight, finish 
My a and intensity for every typing requirement. 
“hy ne Let us show you how Durametric can benefit 


ge Boel your company and you 


*To prove it — we'll gladly send you a 
free sample. Write on your office letter- 
head specifying make of typewriter and 
number of carbons usually required. 


Make it clear 


you want WEBSTER’S 


at leading stationers everywhere 


F. S. Webster Co., ¢ Amherst St., Cambridge 42, Mass. 


& Ot See? FL 
2 ee tts i 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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day, that together offer the possibility 
of changing the business horizon so 
radically. 


The new machines are the tangible 
bridge between the concept of auto- 
mation, of an automatic processing of 
material or data, and the concept of 
operations research—the attempt to 
find chains of cause and effect apply- 
ing in business situations. It is the 
new machines which have been cre- 
ated in the past ten years that permit 
the two concepts to be extended to 
their fullest degree in every company, 
the large as well as the small. 

Thus, the automatic data processor, 
though not itself essential to either 
office automation or operations re- 
search techniques, makes it possible 
for very large companies with great 
masses of data to be processed, and 
very complicated problems to be 
solved, to apply both new concepts. 
The machines are in effect the means 
through which the concepts can be 
fully realized; they are not responsible 
for creation of the concepts, although 
their existence has certainly spurred 
the development of both automation 
and operations research. 


By the same token, the rapid de- 
velopment of automation has fostered 
the advancing interest in operations 
research, and conversely, operations re- 
search is essential to achieve the high- 
est degree of true automation, as op- 
posed to the mere mechanization and 
streamlining of traditional work pro- 
cesses. 

For example, a basic tenet and ad- 
vantage of automation is the theory 
of self-correction, of feedback of in- 
formation from certain checkpoints in 
the system to institute corrective or 
changed action at some preceding 
point on the processing line. A per- 
fect example of this principle is the 
thermostat controlling the oil heater 
in a home. As the temperature drops, 
the thermostat automatically adjusts 
the damper of the furnace in a 
move to keep the interior house tem- 
perature at a predetermined level. As 
the temperature rises, the thermostat 
cuts down the amount of oil flowing 
to the heater. The entire process is 
completely automatic, a classic exam- 
ple of feedback—one mechanism re- 
turning corrective orders to another 
mechanism to maintain a certain pre- 
determined standard. 


This is one of the key points of 
automation theory. Yet it’s a point 
being neglected by many companies 
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See x 


Se oe 


or... 


| wit new AVERY 


Ps 


ee | 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
yooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They’re color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


i ae 


use...and i ded, too! 


Available from your 
Stationery or office 
supply dealer—in 
Sheets of 8 labels 
with guide lines 


for uniform 
ping—and 
} the last label 
| won't slip in 
the typewriter 
because of the 
extended back- 
ing sheet! 
AVERY ADHESIVE LABEL CORP., Div. 151 
Complete 117 Liberty St., New York 6 @ 608 S. Dearborn St., 
ly Chicago 5 @ 1616 S. California Ave., Monrovia, 
revolutionizes Calif. @ In Canada, 48 Haas Road, Toronto 15, 
 _ Ontario @ Offices in Other Principal Cities. 
ethem... em 
tay! Write for your | Please send me samples of Avery file folder Labels. 
samples of Avery N ion. 
file folder Labels— \I ed _— om 
| +». Then BUY / Address. ! 
| them at your 
stationery dealer! | City. State. 


For More Information From Advertisers Use 


FEBRUARY 1957 


MOST WANTED, MOST MODERN 
DESK MADE... 


re cncennneetnnn 


—— 


Browne-Morse = 


GOLDENAIRE 


There's good reason for Goldenaire’s 
“first choice” rating by people who 
keep the wheels of business turning. 
Executives and secretaries alike find 
that it has all the features that make 
office furniture best looking and most 
efficient. The exclusive new Modern 
Edge the silent Glider 
Suspension drawers plus the inde- 
structible, lifetime Plastite Tops place 
Goldenaire Desks “years ahead” in 
design and functional ability. 


Send for the new Goldenaire brochure 

illustrating the complete line of Executive 

and Secretarial Desks. 

Write BROWNE-MORSE COMPANY 
MUSKEGON, MICHIGAN — 


GOLDENAIR 


prowne 
~ rse 


COMPANY 
MUSKEGON, MICHIGAN 


Manufacturers of Steel Office Furniture, Aluminum Chairs, Filing : 
Supplies, Laboratory Equipment, Hospital Case Work, Fume Hoods 
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yet ST EDGER 


Ledger sheets grow old gracefully, 


when they’re on new, 
stronger Hammermill Ledger 


Your bookkeeping machine operators can work faster when they use 
“Posting” finish Hammermill Ledger. Now even tougher and stronger 
than before, this popular ledger grade prevents slow-ups that result 
when weak papers curl or tear from hard, fast use. 

Posting finish Hammermill Ledger helps keep figures “on the line,” 
because it grips the platen. And, this strong, durable paper has the 
needed sheet stiffness to keep on looking and working right —even 
after years of use and repeated machine entries. 

Now Hammermill Ledger contains Neutracel" pulp. This pulp, 
exclusive with Hammermill, is made from northern hardwoods. 
Blended with other fine papermaking pulps, Neutracel gives 
Hammermill Ledger a better typing, writing and ruling surface —a 
more level, velvety surface for crisper ruling and printing. Neater 
folding, too. 

Hammermill Ledger is also available in a standard “Ledger” finish 
that makes for neat, readable pen and ink entries. You choose from out- 
standingly clean, low-gloss shades of blue-white, buff and green tint. 


Why not write now on your business letterhead for a sample book 
of Hammermill Ledger. You'll see for yourself —and so will your 
bookkeepers—how Hammermill Ledger helps make it easier to keep 
records that are more legible, that last longer. Hammermill Paper 
Company, 1471 East Lake Road, Erie 6, Pennsylvania. 


pMMERAg 


—and actually less than many other watermarked ledger papers. ° 
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Le costs no 


more 


today, even as they proudly maintain 
that they have achieved automation, 
The mere processing by machine of 
thousands of items is not automation 
per se, unless new devices have been 
built into the system which make it 
possible for the actions indicated by} 
the totals. of those thousands of items 
of information also to be carried out} 
automatically. 4 

This, in its turn, presupposes be | 
pendence on operations research tech-| gf 
niques in most business situations. 
Let’s assume that a company decided 
to apply automation to its inventory ‘ 
control operation. It could simply set | 
up an automatic reporting system con- 
necting all its warehouses, process all 
figures received on a computer, and, 
-by giving management daily figures 
on all items in store the preceding 
day in every warehouse across the 
country maintain that it had auto- 
mated the inventory reporting process, 
But management would still have to 
scan the figures, take corrective ac- 
tion if any inventory seemed too low 
or too high. In other words the com- 
pany would not have achieved the } 
most signficant degree of automation 
because the feedback principle would 
have been ignored. 


Management by exception 


All right. Let’s assume a_ similar | 
company, with a similar inventory | 
problem. The second company also 
sets up an automatic reporting  sys- 
tem, and processes all its figures by 
mechanical means so that manage- 
ment can have information within 
twenty-four hours. But the second 
company goes a step farther. It sets 
up maximum and minimum safe 
limits on every item kept in its ware- 
houses, and its programmers build into 
the computers memory instruction to 
report out not the totals for all items, 
but figures for only those items in 
which stocks have dropped below or , 
climbed above the maximum-mint | 
mum safe limit. 


t 


Now, we are approaching feedback 
theory. We haven’t reached it yet. But 
at least we have achieved the possibil- 
ity of management by exception— 
management doesn’t have to digest to- 
tal figures from all over the country; 
it simply has reported to it figures 
which call for corrective action. 


But suppose our second company . 
went a step farther. Suppose it built 
- into a simple operating routine pro 7 
grammed into the computer’s mem- 
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=| WORK SMARTER...NOT HARDER! 
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PREVENTS ERRORS...SLIP-UPS.. MISUNDERSTANDINGS 


ad Errors got you stumped? Mistakes piling up 

also | overhead? TelAutograph’s ELECTRONIC LONGHAND 
Sys prevents such headaches — because it makes a 
es by : handwritt " d of » hheael TelAutograph* Telescriber 
ot permanent, handwritten record of your business Gyateme of Electronic Longhend 
vithin messages...and simultaneously delivers them at the are manufactured by 
— speed of light... to one or many points... within Telluitograph 
t sets °1 3° ° bi a o,e 

ak your building or miles away. Put it in writing — CORPORATION 
ware- with the Electronic Pen —and you'll wipe out errors... Pioneerin 
1 into . Telecommunications 

speed operations... work smarter, not harder. since 1888 
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The Complete Line 


PEERLESS 
—manvufacturers of 


Double Pedestal Desks 
Single Pedestal Desks 
Portable Typewriter Stands 
Secretarial Desks 
Fixed Bed Typewriter Desks 
Calculating Machine Desks 
Panel Tables 
Leg Tables 
Executive Desks 
Conference Desks 
Credenzas 
Swedish Modern Suites 
Royal Swedish Modern Suites 
Modular Units 
Salesman’s Desks 
Posting Desks 
Chairs 
Vertical Filing Cabinets 
Card Files 
Legal Files 
Card Index Files 
Complete Insert Line 
Document Files 
Check Files 
Invoice Files 
Cabinets 
Cupboards 
Blueprint Units 
Storage Sections 
Corner Fillers 
Space Saving Files 
Cross Trays 
Removable Partitions 
Wide and Half Sections 
Book Cases 
Telephone Stands 
Coat Poles 
Waste Baskets 


of Office Equipment 


for the Modern Office 


The PEERLESS Line 


is the Complete Line 


Take a quick glance at the complete list to 
the left. There’s a Peerless product from A to Z. 

From removable partitions to de luxe 
Executive Suites. And every wanted item in 
between. Such as desks, filing cabinets, the 
popular, efficient modular units, counter 
arrangements. Such as chairs, credenzas, book 
cases, etc. Take another look at that list. 
It’s really complete. 

A complete line like Peerless Metal Office 
Equipment makes your job easier. Because 
it’s lots easier to select from one source. . . 
one modern styling . . . one high grade of 
quality performance. 

Ask your nearby Peerless Dealer for 
illustrated literature . . . or write direct. 


PEERLESS 


STEEL EQUIPMENT CO. 


_ NEW YORK CHICAGO HOUSTON LOS ANGELES 


ory the actions that should be taken 
by various departments of the com- 
pany whenever totals for any item 
fell below or rose above the stipulated 
maximum-minimum figure. Then the 
computer would not only recognize de- 
viations from the desired levels, but 
would also initiate automatic correc- 
tive action to clear up the deviation. 

Then the second company would 
have achieved true automation of an 
inventory reporting process. 

But such a degree of automation 
wou!d almost inevitably involve some 
reliance on operations research tech- 
niques. How could a program be de- 
vised that would allow a computer— 
a mechanism—to control so important 
an item as inventory levels for a na- 
tional company, unless management 
were absolutely sure of its maximum- 
minimum levels on every item in every 
warehouse? And how does it find 
those maximum-minimum figures? 
How does it know they are the cor- 
rect ones. 


O.R. can give answer 


The answer, of course, lies in the 
operations research techniques. Man- 
agement cannot simply sit down and 
say so many thousands of Item A are 
the least we can carry, but we don’t 
want to carry more than this quantity 
of Item A. It has at least to review 
inventory demands for different rates 
of production in the past, figure pos- 
sible future production and formulate 
some general ratio of inventory drain 
for various possible future rates of 
production. 

This may require very little research 
and very little mathematics, but it is 
nevertheless an operations research 
technique; it is an attempt to establish 
some kind of rational working rela- 
tionship between two variable quan- 
tities 

It is in exactly this area, this grasp 
of the new possibilities open to bus- 
iness that many companies, secure in 
the belief that they have achieved auto- 
mation because they have _ installed 
some new machines, and dropped 
some old procedures, are being very 
short-sighted today. 

It is a critical time to be short- 
sighted. This is an era of change, rad- 
ical change, in the ways in which 
work is done. In such times of change, 
companies’ relative competitive posi- 
tions can be reversed almost overnight. 

Pure automation is becoming pos- 
sible. And as it becomes possible, as 
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taken 
com- 
“8 to invoice... 
ulated 
*n the 
“<| WRITTEN JUST ONCE 
, but 
orrec- 
ation. 
vould 
of an | 
From first step to final record, all the 
sais paperwork you require to process an order is 
wie reproduced from just one writing—with Ozalid. 
tech- You start with an order filled out by your 
e de- | salesman or clerk. Ozalid copies, turned out in 
scat seconds, serve in order filling, shipping and 
a at : 
“ = billing. You end costly, repetitious handcopying 
sees and retyping ... eliminate copy errors and 
nem- proofreading . . . get shipments and bills 
every out sooner ...improve customer service, Ee, 
bev Ozalid ends wasteful duplication of 
pd paperwork throughout your business. In 
every department, Ozalid replaces 
costly writing or typing with inexpensive 
Direct Copying. 
= Ozalid makes copies of anything written, . 
ven printed, typed or drawn on any paper 
\ on that transmits light—at the lowest cost P 
don’t per copy of any similar process. ‘ 4 
ntity Actually, you pay less than a penny ¢ 
view for a letter-size sheet of 
rates | sensitized Ozalid paper. 
S- 
bs For the full story, call your local 
train Ozalid representative . . . or send coupon 
s of below for more information. 
arch 
it is 


“- OZALILD” 


rela- 
ewe DIRECT SYSTEMS 


A Division of General Aniline & Film Corporation. 


rasp In Canada: Hughes Owens Company, Ltd., Montreal 

bus- 

uto- Ozalid, Dept. K-2, Johnson City, N. Y. 

ulled | Please send more information on how Ozalid Direct | 

»ped | Copying can help us with our: ] 

ae | OO Order-Invoicing O Purchasing 0 Accounting 
A AAA A» l 0 Production Control OO Receiving 0 Engineering 

Lort- | 

rad- | Name l 

hich | | Position 

nge, Firm | 

Osi | Address | 

ght. \ City State 1 
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 HERE’S WHAT WE MEAN BY. 


Harter Quality 


DEEP, 
MOLDED 
FOAM RUBBER 


The seat is the first point of comfort in a chair and in the Harter C-1500 
you find that it is deep, molded foam rubber. Not just a thin sheet of 
rubber; not bonded scraps, but virgin foam rubber all the way through. 


Harter C-1500 
Executive Swivel Chair 


The construction of the seat is indicative of the quality you’ll find in every 
detail of this fine executive chair. Welded steel construction, durable 
finishes and distinguished upholsteries assure long-lived comfort and 
good looks. They are the important reasons why more men have found 
comfort in the C-1500 than in any other office chair. Matching side 
chairs are available. Write for name of your nearest Harter dealer. 


Harter Corporation, 232 Prairie Street ¢ Sturgis, Michigan 
In Canada: Harter Metal Furniture, Ltd., Guelph, Ontario 


W HARTER 


sTtrTure i Mtitc#H tGaAN 
STEEL CHAIRS 
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certain imaginative and foresighted 
companies begin to apply it in the 
fullest sense, recognizing it as an en- 
tire, new way of doing things rather 
than a much more efficient way of do- 
ing the same old things, and getting 
the same old results, new trends which 
today are only discernible will become 
very obvious. 

Management is being relieved of the 
pressure of day-to-day operating deci- 
sions; its decisions are concerned more 
and more not with next month or 
next year, but with the position of 
the company fifteen or twenty years 
in the future. It is becoming at least 
theoretically possible for the company 
to run itself to a degree, once its course 
has been charted; it is the charting 
of the course ahead that is fast becom- 
ing management’s prime responsibility. 


Planning will be main function 


This should tend to make top man- 
agement’s single major responsibility 
the planning function, and to relieve it 
to a large degree of operating func- 
tions. To the extent that a company 
has channels of action determined for 
emergency as well as routine situa- 
tions, has self-correcting devices built 
into its increasingly automated system 
of operations, it can relieve its top 
management of the supervisory and 
checking duties with which it has too 
often been concerned in the past. 


This seems to many to be the di- 
rection in which automation will take 
us. To a degree it’s a direction com- 
panies must take. As the whole struc- 
ture of society becomes more complex 
the number of factors operating on 
the fortunes of any one company mul- 
tiply. As the pace of business accel- 
erates, the effects of any serious mis- 
take in planning for the future be- 
come much more serious. Manage- 
ment doesn’t really have the time to 
be completely preoccupied with day- 
to-day problems; its major responsibil- 
ity must become strategy, not tactics. 

This is not really a trend yet— 
except insofar as a few leading com- 
panies have already recognized the 
change in our whole business pattern 
that has occurred since the last war, 
and have deliberately moved toward 
this theory of management. The ma- 
jority of companies has not recog- 
nized the full significance of these 
changes among the leaders; even those 
that have, have not yet been able to 
implement fully their awareness. But 
it seems probable that much of every 
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THE RECORD IS CLEAR 


FEBRUARY 1957 


” *anciscy is 


Put it in writing ... Pass along 


your thoughts . . . Keep a history of your performance ... And KNOW that with 
NU-KOTE, your hand-written records are clear. ¢ Countless hours in the laboratory 
plus an honest pride in our work produced NU-KOTE—the first, and the only, 

pen or pencil carbon that delivers a no-smudge record copy with the merest whisper 
pressure * And you'll find it lasts more than twice as long. Try it and see! 


Convenient coupon for a sample, FREE with our compliments. 


*available in boxes, reams and register rolls, 


Name Title 
Firm Address. 
City State 


MITTAG & VOLGER, INC., PARK RIDGE, 


N. J.* TELEPHONE: PARK RIDGE 6-0001 
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company’s future success will depend 
on how quickly it spots the enormous 
increase in the importance of the en- 
tire forecasting functions, and takes 
steps to insure that it too can look 
ahead, can see what the ground un- 
der its feet should be ten or fifteen 
years from now. 

The tools are available today both 
to make every company a more re- 
sponsive and less demanding machine 
than ever before, and also to scan the 
future with some degree of precision. 
The tools are there—in the automation 
concept—to insure that if anything 
goes wrong with the functioning of 
the mechanism — the company — a 
warnizg signal is flashed to manage- 
ment. A company today can make 
certain corrective action according to 


plan itself an automatic process with- 
in the automatic functioning of the 
company. 

These are the benefits business has 
won through automation, or stands to 
win; they are far more important to 
management than smoothing the func- 
tioning of an old mechanism, which 
can do only certain things, and which 
still demands human control at the 
top for every major decision. 

Few companies have achieved these 
goals yet. The possibilities of automa- 
tion, the abilities of the machines 
which have been incorporated in the 
concept, have still outrun the applica- 
tions and the full development of auto- 
mation’s potentialities by company 
planners. 

But there can be little doubt that 


through wholesale 
paper merchants. 


Reduce typing, mailing 
and filing costs. 


SEND FOR SAMPLES 


wv 
ESLEECK MANUFACTURING CO. 
TURNERS FALLS, MASSACHUSETTS 
The ONLY concern in the United States 


SPECIALIZING in the manufacture of rag 
fiber ONION SKIN and MANIFOLD papers. 
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this is the real significance of automa- 
tion; that this will constitute its most 
important impact on managerial prac- 
tice. 

If this is true, what new qualities 
does it call for in management? Ob- 
viously, it relieves some of the pres- 
sure for the right decisions on the 
split second, while it applies even 
greater pressure for the right decision 
as to the future. The penalties of 
making the wrong decision will be 
greater in the business picture tomor- 
row than they are today, even though 
the conditions under which decisions 
are made will allow greater time for 
investigation of all the important fac- 
tors affecting the decision. 


Decisions must be made on a more 
solid basis than has been necessary in 
the past because planning for a long 
period in the future inevitably in- 
volves a company in heavier expense 
and heavier commitments than does 
the rapid flexible type of operating 
management in which future plans 
for a short period can be readily al- 
tered or even sorapped altogether 
without doing irreparable harm. 


Methodical approach demanded 


To this extent, automation will 
probably make more valuable in man- 
agement the methodical and _ logical 
approach, while making archaic 
the inspired solution, the flash of in- 
tuition. As companies automate, they 
become more efficient, and within 
their own ongoing operations, they 
may even become more flexible. As 
far as any basic change in operations 
is concerned, however, the company 
that has automated to a high degree is 
a more ponderous mechanism than the 
company that has not. The intricate 
instructions and program by which it 
has achieved simplicity of day-to-day 
operations take a long time to prepare 
—and any change in those operations, 
of the type that might be necessary 
when the company is moving into an 
entirely new field, will take time, and 
very careful preparation. This time 
and money cannot be taken on a 
gamble, a flier. 

They especially cannot be taken on 
a gamble or a flier when competing 
companies are moving cautiously, are 
checking all the chances, and are only 
planning on the basis of a very high 
probability of success in whatever they 
undertake. Thus, one of the final 
effects of automation may ironically 
be that the wheel will come full 
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Prove 
Comptograph “202” 
on your own work, 
Free! 


Comptograph ‘‘202" adds and calculates at 202 cycles 
a minute—it's fully a third faster! Comptograph’s key- 
board fits the hand instead of the hand fitting the 
keyboard—the conveniently located, concentrated, 
control key area eliminates reaching for operating keys 
or bars. Single-cycle control keys prevent “runaway 


Omptometer 
Comptograph “202” 


figures faster than you think 


Combines More Fine Features 
Than Any Other 10-Key Machine! 


HERE ARE JUST A FEW: 


e Exclusive automatic Visi-Balance 
Window always shows, at a glance, the running 
debit or credit balance. 


e Printed multiplication faster...easier... 
and at lowest cost. 


e Interlocking keyboard...prevents depres- 
sion of more than one key at a time...eliminates 
incorrect entries. 


e Adjustable keyboard angle 
e Portable...compact...modern styling 


tape.” Single-cycle total key automatically clears the 
keyboard and instantly produces the total without inter- 
vening strokes. If you are seeking speed, accuracy and 
low cost operation, then Comptograph ‘'202” is your 
answer. It's America’s newest—finest—all-electric— 
ten-key adding machine! 


C > mptometer — setter pRoDuUcTS - TO BETTER BUSINESS © 


COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 


4 nett Bess eeseemnnen 
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Comptometer COMMANDER—Error- 
free dictation. Lifetime recording belt 
saves more than the machine costs. 
Try it FREE—use coupon. 


Feit & Tarrant Mfg. Co. 
1742 N. Paulina St., Chicago 22, Ill. 


In Canada: Canadian Comptometer, Ltd. 
501 Yonge St., Toronto 5, Canada Jept. D 


{_] Arrange Free office trial for me on: 

[_] Send me literature on: 

{_] Comptometer COMPTOGRAPH "202" 

{_] Comptometer COMMANDER 

[_] comPTomeETER Adding-calculating Machine 
Name 
Firm 
Address 
City 


Zone_ State 
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FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder. 


=) 


Big hit... 
no errors! 


e This precision-made PB scale 
makes a big hit on your mail desk 
—saves time, money, and postage. 
e Its automatic pendulum 
mechanism registers instantly and 
accurately. The large, widely 
spaced markings can be read 
correctly at a glance. 

e Prevents loss of postage through 
overweighing. Saves loss of good 
will (and mail delays) through 
underweighing, which results in 
annoying “postage dues.” 

e There are models for every 
office, large or small, including 

a parcel post scale of 70 lb. 
capacity. Ask the nearest PB office 
to demonstrate. Or write for free 
illustrated booklet. 


@ pitney-nowes Mailing Seales 


Se Pitney-Bowes, Inc., 2987 Walnut St., Stamford, Conn. 
Sw” Ss Made by the eriginetors of the postage meter . . . offices in 94 cities in U.S. and Canada. 


KRAFT OPEN END ENVELOPES | 


PRICE LIST—OCTOBER 1956 


=a 


gummed flap 


28 BROWN KRAFT — OPEN END, CENTER sale. 


5 


PRICE PER 


1000 ENVELOPES 


GUMMED FLAP 


CLASP & GUMMED 


15m 


20m 25m som 100m 5M 10m 15m 20m 25 30m 100aA 


6x9 7.95] 7.10} 665} 640] 6.20] 6.00] 5.90] 11.25] 10.00] 9.35] 9.00] 875] 840] 830 
649% 8.50 | 7.55] 7.05} 680} 660] 640] 6.30] 11.80] 10.50] 985] 9.45] 9.20] 885] 875 
7x10 10.60 | 9.40] 885] 850] 825] 7.95] 7.85 | 13.60] 12.10] 11.35] 10.90] 10.60] 10.20] 10.10 
7% x 10% | 11.90] 1055] 9.90] 9.50] 930] 8.90] 880 | 14.75] 13.10] 12.25] 11.80] 11.45] 11.05] 10.90 
8% x WV"% | 13.30 | 11.85 | 11.10 | 10.65 | 10.35 | 10.00 | 9.75 | 16.25] 14.45] 13.55] 13.00] 12.65 | 12.20] 12.05 
9x12 13.75 | 12.20 | 11.45 | 11.00 | 10.70 | 10.30 | 10.20 | 16.70 | 14.84] 13.95] 13.35 | 13.00 | 12.55] 12.40 
920 12's | 15.25 | 13.55 | 12.70 | 12.20 | 11.85 | 11.45 | 11.307 18.15] 16.10] 15.10] 14.50] 14.10] 13.60] 13.45 
10x13 16.25 | 14.45 | 13.55 | 13.00 | 12.65 | 12.20 | 12.05 | 19.30] 17.15] 16.05] 15.45] 15.00] 14.45] 14.30 
W1'2 x 14%] | 19.95 | 17.70 | 16.60 | 15.95 | 15.50 | 14.95 | 14.75 § 24.10] 21.40] 20.05] 19.25] 18.75] 18.05] 17.85 
12x 15's | 23.10 | 20.55 | 19.25 | 18.50 | 18.00 | 17.35 | 17.11 


PRINTING PRICE PER 1000 ENVELOPES 
PRINTED CORNER CARD 3 LINES OF TYPE — Be: 9 ei 
BLACK INK — FROM OUR STANDARD TYPE 


SIZE | 


5M 110M 


15M | 20M | 25M | 50M 


ov 914 e 
rhrion J ie 
BAX) 
91; x 12% ontlee | 
"0x13 =») 
12x15 


IVY, x 142 3.15} 2.80 


50} 2.25 


2.80] 2.50 


1.65}1.35]1.15} .90 


1.80] 1.50} 1.30]1.00 


2.30} 1.90} 1.6541.20 


om WI and Paper 
a a Corporation | 


1,00 


BULK PACKED 


ALL PRICES NET F.O.B. NEW YORK CITY 
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circle where those who have brought 
automation into the business world 
are in the last analysis controlled to 
a degree by it themselves: where they 
must follow certain checking proced- 
ures and certain well-defined patterns 
before they can fulfill their major 
function—determining the future di- 
rection of the machine that is their 
responsibility. The more management 
learns about the laws that control the 
chain of cause and events in business, 
the more management will be bound 
by those laws; the more scrupulously 
and carefully it plans ahead for its 
company, the more inevitably it will 
be bound to the plans it has made. 

This seems to be the pattern that 
is beginning dimly to emerge now 
that automation has completed its first 
phase; the phase in which it smoothed 
the world’s tasks, and eased some of 
the problems that seemed about to 
become insuperable in an era when 
jobs outran workers. 


Second stage opens 


We seem now to be entering into 
the second stage. Automation is 
emerging mot just as a means to a 
present end, but in itself an end, that 
makes new goals possible for the first 
time. 

This is what has happened in the 
few short years since automation was 
decried as a mere catchword, a new 
phrase that would be forgotten in six 
months’ time. 

This is how big the baby has grown. 

This is automation, 1957, a con- 
cept we have not fully caught up with 
yet, « concept with implications we 
cannot even fully foresee. What can 
be foreseen, quite clearly even in the 
very misty picture ahead, is that auto- 
mation, in all its ramifications will 
affect nearly every phase of our so- 
ciety, not perhaps in the tangible ways 
of unemployment, or vastly expanded 
leisure time, or a science fiction type 
of pushbutton existence, but in the 
ways we do our work, and the values 
we get from our work, in the educa- 
tion cur society finds most useful to 
its dynamics, in the people who be- 
come our leaders and our proudest 
“successes.” 


Metropolitan— 


(From page 33) 
investigations, which soon included 
actual tests of segments of the com- 
pany’s work on the machines, led in 
August 1953 to the decision to acquire 
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Waste paper baskets fare ; 4 
now awaste themselves 


This man is making use of one of many inno- 
vations found only in Shaw-Walker Organized 
Desks. It’s a wastebasket drawer. Out of sight, 
instantly accessible, easily removed, it holds 
more paper than four ordinary wastebaskets. 
Saves time, floor space and stumbling. 

The Organized Desk is guaranteed to help you 
get more done, more easily, more quickly. Its 
drawers organize everything from paper clips to 
important records—put what’s needed most in 
the easiest position for quickest use—eliminate 
clutter and confusion. 

One or two Shaw-Walker Organized Desks in 
your office will convince you that all your 


dy “Built Like a 


sd 


2) SHAW-WALKER 


Now, letter trays, phone and wastebasket are in the drawers. 


desk people should have this new profit tool. 
The 292-page Shaw-Walker ‘Office Guide” 
pictures, describes and plainly prices eighty-six 
Organized Desks and 5,000 matching items. Free, 
when requested on business letterhead. Write 
Shaw-Walker, Muskegon 85, Michigan. 
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Largest Exclusive Makers of Office Equipment 
Muskegon 28, Mich. Representatives Everywhere 
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a magnetic tape electronic computing 
system. 


Actuarial work first application 


The area chosen for the introduc- 
tion of the system was Actuarial Divi- 
sion work involved in developing the 
insurance statistics required for the 
company’s financial statements, and 
for various experience analyses, spe- 
cial studies and calculations. Here 
were assembled more than 100 separ- 
ate punched card machines, involving, 
incidentally, an annual rental of about 
$225,000. 

Next step was to test the applicabil- 
ity of this magnetic tape computer on 
insurance work and develop a_ basis 


for appraisal and projection. Such a 
test was arranged for April 1952. More 
than 180,000 punched cards, used to 
produce a distribution of insurance in 
force by plans, ages and other char- 
acteristics, were converted to tape and 
processed by the computer—and the 
computer performed impressively. 


New equipment added 


Work which previously had been 
processed with punched cards was 
duplicated accurately; performance 
times for the various operations in- 
volved measured reasonably close to 
those anticipated. Projections suggested 
that if the computer operated effect- 
ively at least 50 per cent of the time, 
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YOU GET 
ALL THREE 
WITH... 


The QUALITY of precision work- 
manship in Photorapid’s “Made- 
To-Last” construction . . . the only 
machine that combines all copying 
operations . . . makes sharp, clear 
jet-black copies in just seconds 
under any light conditions. 


The PERFORMANCE of Photo- 
rapid’s “Magic Eye” which copies 
anything your eye can see — one 
side or two side printed material, 
opaque originals, color, maps, ads, 
reports, letters, bills of lading . . . 
literally anything! And in addition 
Photorapid produces unlimited 
prints from its own transparencies 
using the Diazo system. 
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QUALITY! 
PERFORMANCE! 
BEAUTY! 
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The BEAUTY of Photorapid’s modern 
lines and modish colors which make 
this machine a welcome addition to the 
decor of any office. 


Let us prove that Photorapid is 
THE photocopying machine for you. 


Mail this coupon now for further 


information. 

PHOTOrapid of America, Inc. | 

320 Broadway, New York 7, N. Y. | 

Please send me more information on l 

Photorapid. l 

NAME 

COMPANY. | 

ADDRESS. ] 

CITY. STATE. 1 
meget 
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profitable use of the system could be 
made in several areas of company 
work, 

It also became apparent, however, 
that before this result could be real- 
ized, a more effective card-to-tape 
converter was required, as well as a 
machine which could print from tape 
faster than the electric typewriter then 
available. It was not necessary to ac- 
quire a high-speed printer, but at least 
a printer equally as fast as a punched 
card tabulator. The manufacturer, of 
course, was aware of these require- 
ments and had in development stages 
new machines which would fill these 
needs. Negotiations with the manu- 
facturer were conducted, a contract 
was signed in August 1953, and the 
equipment was delivered during the 
period from April to October 1954. 
This consisted of a card-to-tape con- 
verter, a central computer, a high- 
speed printer, a tape-to-card converter, 
two slow-speed typewriters operated 
by magntic tape, and a_ typewriter 
capable of recording directly onto the 
tape. 


Information “inventory” maintained 


This first system now is employed 
mainly in Actuarial Division compu- 
tations to maintain an information in- 
ventory of all policies in force, classi- 
fied into groups by date of issue, age 
of policy holders and type of plan. 
Primary function of the system is to 
update (or keep current) information 
enabling the company to compute 
cash reserves necessary to cover the 
liability accrued from policies out- 
standing. 

Approximately 900,000 policy trans. 
actions (such as death claims, sur- 
renders, and lapses) received from 
other departments and the head office 
in punched card form are processed 
on the computer each month and af- 
fect four lines of business: Ordinary, 
monthly accounting debit, weekly 
premium debit and personal accident 
and sickness. The work, so varied that 
it required more than 550 different 
computer programs to date, consisted 
of an immense amount of sorting— 
an operation known to be expensive 
with magnetic tape equipment. 

Although potential savings appeared 
less in this area of work than in 
cthers, it was chosen because: 

(1) It confined use of the equip- 
merit, as yet untried on business ap- 
plications, to an area which did not 
affect service to the policyholders; 
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You'll cut accounting costs with the Burroughs Sensimatic 


Big and small businesses applaud the 
speed and economy of the Burroughs 
Sensimatic Accounting Machine. Both 
Bulova Watch Company, Inc. and 
Green Turtle Restaurant —far apart in 
volume and kind of business—use Sen- 
simatics for top bookkeeping efficiency. 


Just look, for example, at what a 
Bulova spokesman has to say: “We 
enjoy many advantages from our Sensi- 
matics—especially speed, simplicity, 
and ease of operation in handling such 
accounting jobs as Payroll, Accounts 
Payable, Shipping, Credit Union, and 
Precious Metals Controls.” 
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Mr. Joe Adeeb, owner and manager 
of the Green Turtle Restaurant of 
Jacksonville, Florida, also speaks highly 
of the Sensimatic: 

‘We particularly like the speed and 
accuracy of our Sensimatic. It enables 
us to post our General Ledger daily, 
and makes it possible for us to mail 
statements promptly, instead of 10 or 
15 days late as with hand accounting. 
We feel that this extra efficiency makes 
our profit picture brighter.” 

Testimonials like these point the way 
to lower accounting costs for your busi- 
ness. They prove that it’s worth your 


while to investigate the Burroughs 
Sensimatic. Sensimatics come in six 
series, with from two to 19 totals—a 
model designed to fit every business. 
Demonstration? Just call our local 
branch office, or write Burroughs Cor- 
poration, Detroit 32, Michigan. 


“Burroughs” and “‘Sensimatic’’— Reg. 'TM’s 


Wherever There’s 
Business There’s 
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Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine pressboard (5 
colors) or heavy binder board covered 
with canvas or black pebble grain cloth. 
Your stationer will supply you. Ask him. 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
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(2) The work was highly mechan- 
ized on a punched card basis and in- 
volved considerable sorting, thereby 
affording quite a severe test of the 
equipment; 

(3) Since the work was within one 
department, the equipment could be 
tested and partial gains could be 
achieved earlier than would be possible 
by embarking immediately on an ex- 
tensive program of consolidating many 
company records and functions. 

Now, after more than two years of 
operating experience, results can be 
summarized as follows: 

(1) It has been established that the 
reliability of the equipment is such 
that it is suitable for office operations, 
yielding productive results more than 
85 per cent of scheduled time; 

(2) It has introduced into data 
processing a degree of accuracy pre- 
viously unknown; 

(3) It has achieved substantial sav- 
ings in operating costs, and present 
indications are that it will recapture 
the installation and procedure develop- 
ment outlays within four years of the 
installation date. 


Electronics program just beginning 


Several very minor defects, how- 
ever, did develop. In conversion of 
cards to tape, some reels were found 
unreadable because of defects in manu- 
facture. Other reels, after having been 
produced by the card-to-tape converter, 
were found to contain defective re- 
cordings. When these tapes were be- 
ing read, the computer, since it will 
not accept variations in the prescribed 
conditions for readable tape, stopped 
at these points, and usually this neces- 
sitated reconversion of the cards. Gen- 
erally, from a combination of causes, 
including operator failure and missing 
punched cards, it was necessary to 
redo 6.5 per cent of the reels produced 
in the card-to-tape converter during 
the final eight months of 1955. 

Metropolitan, nonetheless, found the 
inherent accuracy of the system quite 
remarkable. The number of machine 
storms due to the operation of built-in 
error detection circuits had not been 
sufficiently large to affect materially 
the expected production. 

According to the company, use of 
the three systems, apart from exten- 
sive utilization of a tremendous vol- 
ume of punched card equipment, is 
only a beginning in its long-range 
electronics program. Since equip- 
ment of the first system was installed, 


GANGER 
LIFE-LINE 


In factories, plants and 
offices across the nation, the 
line is busy. Through films, 
pamphlets, posters, exhibits 
and lectures, the life-line of 
cancer education is reach- 
ing more and more men and 
women in business and 
industry. 


All of us are concerned with 
the major threat which can- 
cer poses, Today, thousands 
of lives are being saved each 
year, but many more would 
be saved if people went to 
their doctors in time. This, 
and many other facts of life 
about cancer, are part of the 
education program which 
the American Cancer 


Society offers you in your 


plant or factory. For addi- 
tional information, call the 
American Cancer Society 
office nearest you, or write 
to “Cancer” in care of 
your local Post Office. 


AMERICAN CANCER SOCIETY 
® 
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For offices that need 

dual protection — 

against loss of cash by 
burglary, against destruction 
of records by fire... 


THIS MODERN COMBINATION 
EQUIPMENT IS THE ANSWER 


Record safes are designed to resist fire. Money safes are designed 
to resist burglary. The practical, efficient way to combine fire 
and burglary protection is to anchor a money safe inside a 
record safe. 


This photo shows a Model 5533-B(2-hour) Herring - Hall. Marvin 
Record Safe with a built-in TR-30 Money Safe. Any of the larger 
record safes in the He-H.-M line (“A”, “B” or “C” labels) can 
be so equipped. 


The new TR-30 Money Safe offers extra protection against the 


HERRING *HALL*MARVIN SAFE COMPANY 


Hamilton, Ohio « BUILDERS OF THE U. S. SILVER STORAGE VAULTS AT WEST POINT 


FEBRUARY 1957 


Card files and letter files, at 
convenient height, have sure 
protection against fire. 


Currency, securities, gems and 
other valuables placed in the 
money safe, are protected 
against both fire and burglary. 


most effective burglary tool. It is torch-resistant, and, in addition, 
the locking mechanism is protected by a newly-developed metal 
which resists carbide-tipped drills under enormous pressure. 
With this equipment burglary insurance rates may be reduced 
as much as 73%. 


New, profusely illustrated catalogues of record safes, money 
safes and combination equipment on request. 
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information equivalent to that car- 
ried on about 16 million punched 
cards has been converted to tape and 
processed by the computer. On an 
average, each of 4000 reels of tape 
has been passed through the com- 
puter 12 times. And whereas this 
initial installation was designed to 
accommodate large-scale operations of 
a statistical nature, extension of office 
mechanization into smaller, more spe- 
cialized procedures is planned for fu- 
ture years. In line with this, the 
company about two years ago establish- 
ed an Electronic Installations Division 
which now embraces 118 persons ac- 
tively engaged in planning electronic 
procedures and detailed programs, as 
well as the operation of the two recent 
installations. (The Actuarial Division 
operates the first.) 

Metropolitan was the first firm to 
adapt the Univac I to the processing 
of purely business data. Previously, 
the systems had been used mainly 
for computations of scientific informa- 
tion, particularly by governmental 
agencies. The. company remains to- 
day the only firm in the nation with 
three Univacs I under a single roof; 
and future plans call for a moderniza- 


tion of the three systems into Univac 
II, thereby about doubling present 
capacities. 

One problem which has concerned 
the company in connection with these 
installations is the effect upon the in- 
dividual employee. Discussions among 
company officers, the managerial staff 
and affected employees began prior 
to the introduction of the machinery, 
and employees were given individual 
treatment in placing them in acceptable 
positions at a salary at least as high as 
their previous wage scale and with 
no reduction in salary class. By Oc- 
tober 1955, 87 persons had been placed 
in new assignments acceptable to 
then, 19 had resigned or retired, and 
27 others were available for reassign- 
ment. These reassignments were 
handled satisfactorily to all concerned, 
the company reports, and no one has 
resigned for reasons connected with 
the installations. 


Employee effect studied 


Emphasis on the employee also led 
Metropolitan to choose the latter of 
two alternatives in regard to trainin, 
operators: To hire skilled operators 
and teach them insurance, or to re- 


tain experienced personnel and teach 
them computer operations. The com- 
pany found that speed of adaptability 
was obtained at a faster rate by train- 
ees indoctrinated in the work being 
processed. Selection of properly-qual- 
ified employees from personnel rec- 
ords was instituted, and those persons 
were given aptitude tests. Those re- 
ceiving sufficiently high scores were 
trained in the intricacies of Univac 
in conjunction with Remington Rand, 
and the present trainee program is 
based on instruction of employees by 
this first group of specially-selected 
persons. 

One major inducement for Metro- 
politan’s seeking a centralized com- 
puting system to absorb work loads 
was the very tight labor market 
which has confronted all businesses. 
The company a few years ago was 
faced with a shortage of many hun- 
dreds of employees, and overtime and 
employment on a part-time basis were 
standing orders of the day. Since 
Metropolitan’s business was expand- 
ing, a method to insure not only 
completion of required operations, 
but improvements in existing opera- 
tions as well, was necessary. Actually, 


 AICO’S NEW | 


SELF-INDEXER, 


SAVES SPACE, 


ar 7 


TIME—LABOR—MATERIALS 


l/7 fn 
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~~ 


Any Card Inserted Into 
AICO’S Transparent... 


Plastic ““SELF-INDEXER”’, 
(shown above), becomes... 


INDEXES 


IT'S THE NEW, FASTER, MORE ECONOMICAL 
WAY TO INDEX YOUR CARD FILES! 


With AICO’s new, transparent, plastic, “Self-Indexer”, you 
can make, in seconds, an Index Guide out of any card in 
your file. Just slip the card into the double lip at the top 
and the slot at the bottom of the “Self-Indexer”, and, the 
combination becomes an Index Guide, at guide height, 34” 
above the other cards. Made of heavy gauge plastic, the 
“Self-Indexer” won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 
FR Write Dept. 20, for Free 
Sample, literature, and name of your 
nearest supplier. 
44-16 23rd St., L. I. City 1, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 


An Index Guide 
At Guide Height! 


Don’t Miss... 


the 10th Annual 


SOUTHERN CALIFORMA 
BUSINESS SHOW 


Sponsored by the Los Angeles Chapter 
National Association of Cost Accountants 


February 19-22, 1957 
10 a.m. — 10 p.m. 


AMBASSADOR HOTEL 
LOS ANGELES 


Admission Free 
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w. H. FREY, Secretary & Treas- WELL-ORGANIZED PLANT of Puritan Chemical Company, which relies 


urer of the Puritan Chemica] on Nationals for the latest in accounting speed and efficiency. 


Company. 


ACCURATE, UP-TO-THE-MINUTE RECORDS are easily obtained with this National ‘31”’. 


“Our Calional System 


saves us *12, 400 a year... 


returns 68% annually on our investment!” 
—Puritan Chemical Company, Atlanta, Ga. 


“In the past five years we have 
doubled in size,” writes W. H. Frey, 
Sec’y. & Treas., ‘‘yet our accounting 
department has easily kept pace with 
this growth—thanks to our efficient 
National System. 

“‘We use Nationals for all our Ac- 
counts Receivable, Accounts Pay- 
able, General Ledger, and Payroll 
accounting. These dependable ma- 
chines have been responsible for very 
substantial reductions in bookkeeping 
costs and supply us with a complete, 
accurate, day-to-day picture of our 
entire business operation. We also 


feel that our National machines with 
their ease of operation are a strong 
factor in maintaining good employee 
morale. 

“On the basis of time and money 
saved, our National System saves us 
$12,400 a year—returns 68% annu- 
ally on investment! When we con- 
sider important ‘extras’—like firm 
business control and excellent em- 
ployee relations—we are certain that 
we couldn’t have made a better in- 
vestment!”’ 

A National System can profit your 
business, too. Nationals provide the 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


FEBRUARY 1957 
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efficiency that saves money and the 
information that makes money. For 
full details on all the advantages a 
National System can offer you, call 
your nearby National representative 
today. You’ll find his number in the 
yellow pages of your phone book. 


# TRADE MARK REG. U.S. PAT. OFF. 


Wational 
ACCOUNTING MACHINES 
CASH REGISTERS « ADDING MACHINES 
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then, the Univacs were installed to 
do the work of those persons not 
available. 

Specific problems posed by installa- 
tions, although less momentous than 
the advantages gained, included the 
need for close supervision to optimize 
machine performance. But consoli- 
dation of working area, high-speed 
operations and accuracy — coupled 
with better and more efficient service 
to policy holders and a reduction in 
expenditures—should more than ade- 
quately compensate, the company be- 
lieves. 

Located on the 20th floor of the 
home office building adjoining Madi- 
son Square Park, Metropolitan’s Uni- 
vac Systems and auxiliary equipment 
consist of 17 separate units in each 


with A.W.Faber's 


ERASERSTIK 


you erase without 
a trace 


fon) Smart Secretaries and Typists 
oO depend on EraserStik to 
oO make erasures without leav- 
p= | ing tell-tale ghosts. 
€ EraserStik removes a single 
oe letter without blurring the 
5 word. Perfect for pencil, ink, 
typewriting. Ask your Sta- 
&} | tioner for the original pencil- 
=~ shaped, white-polished 
3 EraserStik. 
Z| | 7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 
7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


With Without 
brush 20¢ brush 10¢ 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J. 
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system. Auxiliary equipment for each 
system at present includes about 9000 
tapes, each measuring 1600 feet in 
length, card-totape and tape-to-card 
converters, a high-speed printer, a Uni- 
printer, and a Unityper, which allows 
the operator to type onto magnetic 
tape itself. About 12 persons are re- 
quired to handle the three central 
computers—the “heart” of the Uni- 
vac System — in addition to about 
16 others to operate the auxiliary 
equipment. 

Initial efforts and results so far, 
the company declares, have proved 
most satisfactory. In an overall sense, 
what was expected is being achieved, 
and the outlook for the future is 
good. Throughout recent _ installa- 
tions, as in the past, the effect of 
automatic equipment on its people 
was of prime concern. Employees, 
the company admits, necessarily are 
affected by the introduction of ma- 
chinery; but whatever is required to 
see that they are provided for in an 
adequate and considerate manner is 
as much a part in making the change 
as is the acquisition of the machinery 
itself. 


Women executives— 
(From page 26) 


Even before she goes on her initial 
field work, therefore, the student 
through her instructions alone is under- 
going indoctrination in a whole field, 
the delicate ethics and principles of 
labor management relations, which 
may be totally new to her, as it would 
be te most other men and women of 
her background and _ comparative 
amount of experience. 

In order to keep the student, from 
herself becoming personally involved 
in the particular problems and stresses 
of a given organization, each student 
when going out on field work is asked 
to make it clear to her fellow employees 
that she is present in a student capacity 
rather than as a regular employee. All 
participating employers must also agree 
that they are perfectly willing to have 
students disclose their status. 

The academic curriculum reinforced 
by these two periods of field work, one 
as an unskilled worker, one in a minor 
administrative capacity, is quite broad, 
even though it has been designed with 
the particular needs and best career op- 
portunities of women executives in 


mind. Students’ curriculum content 
includes “Administering Productive 
Activities,” the Harvard-Radcliffe ver- 
sion of the Harvard Business School’s 
“production,” with heavier emphasis in 
the women’s course on planning, ad- 
ministration, and human relations in 
the office than in the factory. Engi- 
neering, usually touched on in most 
masculine business school curricula be- 
cause of its application to factory pro- 
duction problems, is missing in the 
Radcliffe program. Marketing in the 
all-female course stresses market re- 
search, sales promotion, and retailing 
activities more than the Harvard course, 
because opportunities for women have 
traditionally been better in those areas 
than in other marketing activities. 

“Economic Background of Business” 
is more basic than most comparable 
men’s graduate courses because it is 
more common for women to come to 
the course without undergraduate 
courses in basic economics. “Finance,” 
“Human Problems of Administration,” 
“Management Control,” and “Writing 
Business Reports,” complete the cur- 
riculum. 

Field work and classroom work are 
tied together closely. Cases studied in 
the classes just prior to the fall work 


_ soiatiiiaieitiaiiiiamanniaiiitians 
fs? 3 pak 


“PLAIN OR PRINTED TO 
FIT YOUR SPECIAL NEEDS 


Smith 
PROJECTING SIGNALS * 


- Quality—Size 
| —Service 
ED 


Save time and work by flagging vital 
information with easy-to-use Smith 


Signals on original records . . . Larger 
sizes enable you to apply signals to 
double top folders, pressboard items as 
well as cards or letter paper. 


Smith Signals are sturdier, last longer. 
Made of hard tempered steel, the jaws 
have stronger grip. 

Available in %" to 2” widths. Choice 
of 12 plain colors or printed alphabet- 
ically, by numbers, months or states. 
Special imprinting available. 


See your office supply dealer 


or write 
CHARLES 3 C. Sar. INC.) 
For more than 50 years, a complete line 
of time-saving signals and indexes 
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Now! The only one-step, 
All-Electric Copy Maker! 


PRODUCT OF 


RESEARCH 


Thermo-Fax 


COPYING MACHINE 
STORY 


Make copies directly 
from your originals without chemicals or negatives 
in just 4 seconds by electricity alone! 


Now you can make 4-second copies of confidential executive letters and 
business data without any material leaving your office! This is All-Electric 
copying ... and only the beautifully styled THERMO-FAX “'Secretary” 
Copying Machine offers it. This exclusive All-Electric process eliminates 
all chemicals, negatives, fumes or liquids. You get copies in 4 seconds 
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period are directly related to the pro- 
posed work assignments of the students; 
following the fall work period, oral 
and written reports on each student’s 
work experience are incorporated in 
her report writing course, In the 
spring work period, when students are 
assigned to an administrative or staff 
position, they are required to prepare 
a case from their work experience 
which can be used as a teaching case 
during the following school year. 
Just how much of a dent is the 
Harvard Radcliffe program’ making 
in the reluctance of some employers 
to hire women for responsible jobs? 
Apparently a substantial one. Gradu- 
ates do not receive as many job offers 
each year as do their male colleagues 
at the Harvard Business School, but 
they average two to three apiece. No 
one is required to know how to use 
a typewriter or take shorthand for 
admission to or graduation from the 
school. Yet in spite of all the prophets 
who proclaim each year that these 
skilis are the only keysyto a woman’s 
entrance into the ‘business world, 
they average aboyt ten to fifteen 
dollars a week more on starting sal- 
aries than Radcliffe College graduates. 
Moreover, according to the school’s sta- 


tistics, their pay rises come more fre- 
quently, and are more generous than 
those for women who have simply a 


B.A. degree. 


Job categories changing 


The survey statistics also show a sig- 
nificant shift in the types of work op- 
portunities opening to the graduates. 
Although some fields still claim the ma- 
jority of the graduates the margins by 
which they claim them are dropping. 
Personnel administration accounted for 
thirty per cent of the graduates in the 
classes graduating in 1938-53; in the 
last three years it has accounted for 
only 20 per cent of each graduating 
class. Non-profit institutions and gov- 
ernment agencies used to absorb 32 
per cent of all the graduates taking jobs 
in the 1938-53 classes; only 22 per cent 
of the graduates in the last three classes 
have gone into non-commercial fields. 

Biggest trend discernible among 
graduates during the past three years 
has been a widespread increase in the 
job opportunities in investment analy- 
sis, market research, and sales promo- 
tion, and as administrative assistants. 
These fields are now claiming nearly 
half the graduates of each class. 


“Administrative assistant” may sound 
like an elaborate morale building term 
for secretary. Toa degree, administra- 
tive assistant does imply a person who 
assumes many of the duties that have 
been carried for executives in the past 
by high-powered secretaries. The point 
is that business now is becoming so 
complex that many of these jobs, while 
no longer necessarily implying any 
stenographic duties at all, do require 
a widespread general business educa- 
tion, such as that offered by one of 
the graduate business schools. Many 
male graduates of blue ribbon graduate 
business schools occupy exactly similar 
“staff” positions, without feeling that 
they have been shunted off to a dead 
end street. 

What about it from the employer’s 
viewpoint? No matter how well bright 
young women are educated, no mat- 
ter how competent they may be to 
synchronize or even control the affairs 
of any company that enter, they do get 
married, and they do raise families. 
Is a company wise to depend on them 
in responsible jobs? 

Radcliffe survey figures again show 
that although three out of four gradu- 
ates do get married, they average more 
than five years of work after gradua- 
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e Perfect Copies 
EVERY TIME! 
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in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil. 
or you print it, you will always be sure 
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tion. Moreover, the number of mar- 
ried women holding full time jobs has 
been increasing since the war, and 
many of the Radcliffe survey figures are 
based on classes graduated before this 
trend became so pronounced. Of the 
1951 class fifty per cent of the gradu- 
ates are still working at full time jobs, 
and of the 1946-51 classes, 40 percent 
are still working. 


Demand seen increasing 


There can be little doubt that if 
present business and economic trends 
continue, both the demand and the 
opportunities for women trained under 
such programs as that offered by the 
Harvard-Radcliffe Program in Business 
Administration will grow. The whole 
trend of business today is toward an 
ever-increasing demand for personnel 
prepared in some sort of a formal 
program for executive responsibilities. 
The old “by guess and by God” tech- 
niques for guiding a company are dis- 
appearing. 

At the same time, the great growth 
of the clerical and administrative func- 
tions in industry is creating an ever in- 
creasing demand for administrators, 
communications experts and people 
trained to assume staff responsibilities. 
It is exactly in these areas, rather than 
in the production areas which were 
most important in yesterday’s business 
picture, that women are closest to 
complete equality with men in the aver- 
age company’s thinking. 

This is particularly true since the 
great mass of most companies’ clerical 
force is composed of women, and since 
an increasing share of all the country’s 
retail buying is being done by women 
—both facts that are ‘making many 
hardboiled executives realize that their 
company’s whole welfare—both inter- 
nal and external—may well depend 
on how well it understands the 
“woman’s viewpoint.” 

These trends, together with the 
moves that have already been made 
to extend the Harvard-Radcliffe cur- 
riculum under the aegis of the Har- 
vard Business School faculty may very 
well lead to a continuing expansion of 
the course content. Several alternative 
methods of accomplishing this are 
possible; the creation of an advanced 
management program for women who 
have been taking a leading role in 
business for several years (Harvard al- 
ready has such a program for’ male 
executives); possible admission of pro- 
gram students into the second-year 


class at Harvard Business School, 
where they could take advanced 
training in the fields of most signifi- 
cance to them, and graduate with the 
Master of Business Administration de- 
gree earned by male business school 
graduates. (Present Harvard-Radcliffe 
students earn only a certificate, because 
their course is only of one year’s dura- 
tion.) This last possibility has already 
been suggested in the Harvard Busi- 
ness School Bulletin. 

Whatever the direction taken, it 
seems very unlikely that the extension 
of the program when Harvard joined 
Radcliffe as co-sponsor of the course 
will represent the final step taken by 
the two institutions in advancing busi- 
ness training opportunities for qualified 
women. Within its present limitations, 
the program is preparing women for 
roles in business that would have been 
almost automatically closed..to them 
twenty years ago—and its graduates are 
filling those roles with notable success. 
Within its present limitations—and the 
even more stringent limitations which 
it had before co-sponsorship by Har- 
vard—it has seen almost five per cent 
of its graduates achieve ownership or 
the top executive position in the com- 
panies. 

And it is only today that many com- 
panies are beginning to believe that the 
best possible foundation for top execu- 
tives’ positions is a broad business edu- 
cation background covering all major 
phases of business activity, rather than 
detailed knowledge or specialization in 
one field. In spite of the prejudices 
against women executives that still 
exist in many companies, it seems prob- 
able that as the swing of more com- 
panies to this viewpoint outruns the 
number of qualified business school 
graduates, more of the Harvard-Rad- 
cliffe women will be moving up into 
top executive roles. 

“Policy planning” at the company 
level is not yet on the Harvard-Rad- 
cliffe program curriculum, although de- 
termining policies at the departmental 
level is part of the course. Male execu- 
tives who feel that the entrance of 
women into the executive suite as col- 
leagues and equals is the best possible 
time to give it all up and head for the 
West Indies might be well advised to 
watch the program announcements. 
The Harvard-Radcliffe program hasn’t 
made any mistakes yet in guaging 
the needs its graduates would be 
called on to meet; when—and if— 
“Planing Company Policy” appears, the 
males had better resign themselves. 
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COFFIELD 
EVERLASTING 


A wrist, a typewriter and typing paper are all you 
eed to keep your chart up to date. It's that simple! 


 ELECTRO-MOTIVE DIVISION 
GENERAL MOTORS CORPORATION 


LL 


| 
TT immed 


¢ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Ald 

¢ All Parts Are Movable and Re-usable 
¢ Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-2 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


every copying machine 
has its favorite 


| D 1X0 . 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 


Some pencils won't reproduce their 
marks! Others can do the job per- 
fectly -- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use on all processes. 
CHECK YOUR PROCESS 
Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 
THE JOSEPH DIXON CRUCIBLE CO. ; 
Pencil Sales Division ; { 
$ 


167 Wayne St., Jersey City 3, N.J. 


Please send me free reference sheet, 
showing which pencils will work best on 
copy for my duplicating machine. 
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H pany 
Address 
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By 
by 


Title 
Brand Name of Duplicating Machine H 


City State 
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Rap-in-Wax— 
(From page 37) 


4. The unit of measure (that is 
cases or pounds or wraps) of the 
material shipped 

5. The specific commodity code of 
the material shipped 

6. Miscellaneous deductions such 
as commissions 

7. The standard cost of the material. 

At any given time our individual 
customer ledger card then provides 
us with not only an analysis of the 
amount and types of sales we have 
made to the customer but also the 
gross sales margin we have achieved 
in these sales. As a by-product of our 
daily posting to these customer ledger 
cards we carbonize figures on to a 
sales journal form which provides us 
with a chronological recording of all 
postings to all accounts. 

In order to facilitate our month end 
closings we also recap by commod- 
ity our sales each day. On this card 
go the invoice amounts and standard 
cost figures along with special deduc- 
tions such as jobber’s commission. 
These ledger cards, which number 
about 25, provide us with the basis for 
preparing our gross sales journal en- 
tries and our cost of goods sold at 
standard journal entries at the close of 
the month. 


Totals always available 


Totals of the customer sales analysis 
posting to the individual cards are com- 
pared against the totals of the postings 
to the commodity cards as a further 
proof of our daily posting operations. 
At the end of the month, sales territory 
reports are prepared for sales manage- 
ment, and the individual customer 
cards of the Bakery, Food, and Indus- 
trial Sales Divisions carry the trial bal- 
ance of all customer cards as taken. 
Month-to-date cost and sales figures are 
listed from the customer ledger cards 
for each class of sale within each terri- 
tory. The totals are automatically print- 
ed on the territory report. The total 
of each of our four divisional sales are 
checked against the commodity totals 
bearing year-to-date sales against year- 
to-date sales of the previous year. 

We process some 1200 invoices a 
month and have the accumulated fig- 
ures at our finger tips at all times. The 
territory reports are completed on the 
machine in less than one day’s time 
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The Consumer Division, which sel!s 
our household roll wax paper, has its 
gross sales analyzed according to states. 
Again customer sales are accumuiated 
during the month and the month end 
report is totalled out by states on dol- 
lars and cases. 

Carl Lindroos, our sales accountant, 
finds that this revised system is a con- 
siderable improvement over the ‘ne- 
chanical system previously in effect, be- 
cause it gives him so much more infor- 
mation so much earlier than the oid. 

By distributing costs during our a- 
counts payable run, we have consuli- 
dated our accounting procedures and 
devised a simple method of expense re- 
porting. As invoices are received, they 
are posted to vouchers and distribution 
ledgers by department. The ledger 
posting (See Fig. 3) includes the vouch- 
er number, standard cost, actual cost 
and machine code symbols to identify 
the control number maintained in the 
general ledger. Thus, each expense 
ledger carries a current budget balance 
and accumulative year-to-date expendi- 
tures so that we can pin-point costs 
within any given department in our 
12 control groups. 


Expense distribution made directly 


Here again we think we have a 
unique factor in expense accounting. 
That is, that the distribution of the ex- 
pense is made directly to the individual 
expense account within the departiuent 
charged for the control of that expense. 
There is no intermediate step where 
we post to a master expense card for 
that type of expense and from there 
distribute to the individual depart- 
ments. We completely skip the inter- 
mediate step and go immediately to 
the individual expense in the sperific 
department. It is true that now we 
would have to add up the individual 
expenses of a certain type, within each 
department, to get the total of a partic- 
ular type of expense. However, we are 
less interested in the total of any given 
expense and more interested in the 
expense by areas, since it is oaly by 
areas that we can control any particuar 
expense. 

A detailed, yet easy to prepare De- 
partment Statement is prepared at the 
end of the month as a by-product of 
trial balancing (See Fig. 4). Intorma- 
tion in the report includes the current 
month’s actual costs, budgeted costs and 
the variance from budgeted costs. This 
same information is carried on a 
year-to-date basis for each account 
under general ledger control for both 
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for | ees provides insulated convenience ali day 
|e plus certified protection all night 
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ger | Important papers—vital records, that you are iz 
ich- using on your desk today, and that you’ll need again § 
— tomorrow, should have desk-side fire protection. 
uly Daytime fires are not uncommon. Would you 
the have time in the face of a flash fire to provide 
_. | “certified protection” for important papers you 
ey couldn’t afford to lose? You could if you had the 
icon convenience of the practical desk-side VICTOR in- 
vhs sulated FIRE DRAWER File. You would have one 
ms hour certified protection on a moment’s notice. 
Modern office arrangement out of necessity 
 - must give the advantages of desk-side certified 
-_ record protection serious consideration. It’s a fact 
-s that the convenience of having your records near 
ing. you will save you time. It’s a possibility that “cer- 
=. tified protection” for your records may someday 
ee save your business. 
ent 
nse. 
lere ; 
mes Here's the Victor Fire Drawer tile feature story 
‘ 
art: | Certifications Description 
*er- 
= Underwriters’ o yinderwnriters Laboratories, jy, ) Available in both letter and legal 
“= Laboratories | a= sizes. Optional base raises FIRE 
3 a DRAWER File to desk height of 29%”. 
ua 
| Safe Manufacturers (gra) >) 
= National lm sat MANUFACTURERS NATIONAL AS50094 @ Choice of key or combination lock. 
= | Association S| at 
are 
ven Drawer is provided with gear type 
i a Nac rogressive suspension to carry the 
i This container is certified to be effective in withstand- . ‘ bit est filing ~ 2 with eon. a 
é' ing severe heat reaching 1700 degrees Fahrenheit for green, walnut or mahogany. " 
eaats ( at least one hour without damage to paper contents. . 
die i 
a Delay invites disaster — see your local Victor dealer today. : 
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management | 


announces a new high 4 


° ] 
paid F 
4 


circulation — 


24.000 


= NET PAID 
with the November 1956 issue* 


ss 23,000 24.000 
20.332 Eres i 
14,053 4 

10,211 | 


os 


ae | | ae 
MAY 1953 MAY 1954 MAY 1955 MAY 1956 NOV. 1956 


in *Subject to ABC Audit 

The Growth Publication 
2 in the Growth Office Market 
—_ OFFICE MANAGEMENT maintains its 


pace as the fastest growing publication for 
Management Executives . . . with the largest 
ABC circulation by far, in the big office 
market, through sheer editorial value! 

For instance, it has long ago seized the 
initiative and is the spearhead for Automa- 
tion in the office; is always first with the 
practical “know-how” on office systems, per- 
sonnel, office layout, product news, Tools 
of the Office. It sponsors the Office of the 
Year Awards. 


IN PREPARATION—1957 YEARBOOK 


Publisied as a mandate from management 
executives concerned with office administra- 
tion. The only publication of its kind in 
the field—acclaimed for its comprehensive 
review of the revolutionary changes taking 
place in office techniques, machines and 
equipment — and for its coordinated cata- 
log-type data. The °57 YEARBOOK will 
have a bonus distribution of 7000 in addi- 
tion to the 24,000 A.B.C. paid circulation. 
Regular rates apply. Published as a separate 
13th issue. Reserve space promptly. Pub- 
lished in March. Closing date, January 15. 
- Write for brochure, “The Office Market and 
Jae How to Sell It.” Yours for the asking! 


 6©@@~—oOffice 
management 


212 Fifth Avenue, New York 10, N. Y. 
Geyer-McAllister Publications 
~--~ -Publishers-since 1877 


direct and indirect costs. All bal- 
ancing and proving of each posting 
is again automatic. This statement 
covers some 25 departments within 
the Minneapolis plant and 10 depart- 
ments in the Chicago plant and is 
posted from distribution ledgers and 
budgets forwarded by the Cost Ac- 
counting Department. 

Again in the trial balancing opera- 
tion we feel we have a unique appli- 
cation of the Sensimatic. As mentioned 
previously, we have the individual ex- 
penses of the subsidiary ledger segre- 
gated by departmental controls withia 
the subsidiary ledger. As a by-product 
of the trial balance of these ledger cards 
we prepare the departmental expense 
report for the month. This, of course, 
cuts this part of our closing efforts 
about in half. 

A combination check register and 
cash disbursements journal is prepared 
as a by-product of the accounts payable- 
expense ledger posting, providing auto- 
matic proof of each posting. Macnine- 
accumulated totals of vouchering and 
check writing are printed on the jour- 
nal at the end of the posting run. We 
write approximately 1,400 checks a 
month. 

On the payroll application, we write 
some 350 hourly-paid checks at the rate 
of 1% checks a minute, preparing the 
check, stub, employees’ earnings r-c- 
ord, and payroll journal in a single ma- 
chine operation. Accumulated totals of 
employees’ earnings make preparation 
of government Forms 941A and W-2 a 
mere listing job. 

In the final analysis, we have reduced 


our record keeping chores to relatively 
simple procedures that provide currert 
and easy-to-understand figures on our 
activities. While keeping in mind that 
we can successfully meet the requirc- 
ments of efficiency and economy only 
by constantly reviewing our accountin, 
practices, we believe that our present 
methods are a long step forward 
toward accounting which is efficient, 
economical, and, at the same time, 
meets every management need. 


Grievances— 
(From page 35) 

Office management experts claim 
that improvements can be made in 
the handling of employee grievances 
through a better initial preparation of 
the case, a better conduct of hearing, 
and a more thorough compilation of the 
facts surrounding the grievance. 

Regardless of the method employed it 
is considered good judgment by many 
that the office supervisor explain in de- 
tail to the employee why and how cor- 
rective action was taken in regard to 
his grievance. Often, if this does not 
clear the air however, it may be a for- 
ward step to transfer or reassign the 
aggrieved employee to another job or 
department. 

Finally, it is not enough for an of- 
fice supervisor to know how to handle 
an employee grievance as it arises; it 
also is important, in fact very impor- 
tant, for him to work toward prevent- 
ing employee grievances from arising 
or at least to reduce them to a mini- 
mum. 


FOR ALL NOISY 
OFFICE MACHINES 


QUIETEX material KILLS NOISE instantly! 


Successful noise control ‘at the machine’ requires a different kind of acoustical 


material. QUIETEX has been developed for this purpose only . . 


. . it prevents NOISE bounce. 


QUIETEX used in SOF'TONE Acoustinets absorbs sharp pitch of noise . . 


comfort for the operator and others. 


© 1957 


(Ge 


426 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 
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. it's ‘pillow soft’ 


+ assuring 


——, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 
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: | How much does it cost | 4 
» | to he Advan" sure 


: 


every carbon copy you make 
: | IS Clear, sharp, 


bd 


and fade-proof? 


" Pw 
a 


Only 5/100 of a cent per copy! That’s 


‘ all the premium for Old Town’s Dawn 
e€ 
it , carbon paper amounts to — 5/100 of a 
: cent for a record copy you can be sure 
. | of every time. 
_ | Dawn carbon copies have the sharpness 
' of originals. They are clearer, cleaner, Just as important: non-curl Dawn 
easier to read than ordinary carbon handles flat—rolls through the machine 
copies. And they stay clear and sharp — flat, without wrinkling or creasing — 
_ hever fade, never smudge, never blur. cuts collating time in half. 
| *Registered 
| FREE SAMPLE KIT Old Town, Dept. OM17, 345 Madison Ave., New York 17 
, Send for your free samples of Dawn. = Name .oo........o.ccccssessessessessesssessessensecseeseesecsvcsvcees 
Kit includes table of weights and _ ig 
finishes of carbon paper, helpful PifM--e-s-----essseee eee eeseeeettteseeteertnneeteeteen ‘a 
hints for secretaries. Mail this i iesiniiisehctennataievieicennetiaiblconspactiaaanibatnntsaalbiniaes 4 
coupon today. Pei ssnsisitesineiinnnniconndtial I cistcsenrerie = 
My typewriter is [] standard [] noiseless [) electric. 
I usually make [J 1-4 copies [) 3-6 copies [ over 6 copies. 
world’s foremost maker of carbons, ribbons, duplicators, duplicating supplies. a, 
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Biggest Ball Point. 
! WRITI NG Year... 


aac Biggest Ball Point 


ERASER Year! 


Si AI 
¥. ® i 
rel 
al T ODAY almost everybody goes for 
(0) ball point writing. Almost everybody 
= } =) is doing more and more ball point 
te ' o) erasing! It takes erasers of special 
S) texture and skilled manufacture to 
, 5 } i cleanly erase ball point ink and ball 
Shui ' point lead. Weldon Roberts has ’°em— 
“e a) | originated "em—THE MOST OF THE 
& | BEST ... BRAND NEW! 
9 
a | ASK YOUR STATIONER TO SHOW 
: 3 YOU THESE STYLES & SIZES 
it = FOR ALL BALL POINT USERS! 
BES ie ; i , 
ia { OZ | 
a | 
> a 32), All the same soft green color 


<4 BALL POINT JET 
NO. 838 WITH POCKET CLIP 
NO. 8380 WITH WHISK BRUSH 
Ball point eraser in stick form, in 
attractive, transparent plastic holder. 
Holder tip unscrews so eraser can be 
moved outward. Not a mechanical gad- 
get. Refills, of course. (No. 838R). 


< NO. 138 PAPER-WRAPPED 

BALL POINT “ERASER-PENCIL" 
Convenient pull-string peels off paper spiral 
wrap for easy pointing. 


BALL POINT NO. 380 
Handy elliptic 
shape conveniently 
fits the fingers. 


BALL POINT 


No. 380 MADE IN USA. 


ORDER TODAY! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


W orld’s Foremost Eraser Specialists 
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Catalogs, Booklets, Brochures 
for the office 


Movable Walls 

The Mills Co., 966 Wayside Rd., 
Cleveland, Ohio. A 68-page booklet, 
Mills Movable Walls, describing the 
advantages of movable walls, the new 
series of partitions, various types of 
finishes and sound control. (1) 


Dictation 

The SoundScriber Corp., 146 Munson St., New Haven 
9, Conn. Twenty-two page booklet entitled Notes to 
Dictators, describing in outline form methods to improve 
and simplify dictation and increase the efficiency of the 


dictator. (2) 


Lighting Fixtures 

Ruby-Philite Corp., 32-02 Queens Blvd., Long Island 
City, N. Y. Catalog No. 55, covering the company’s overall 
line of fluorescent and incandescent lighting fixtures for 
industrial and commercial requirements, complete with 
specification and illumination data. (3) 


Desks, Files and Accessories 

Northwest Metal Products Co., 1337 E. Mason St., 
Green Bay, Wisc. Illustrated, two-color 24-page catalogue 
includes descriptions and specifications on desks, files 
(both “V” expanding and rigid front), tables, chairs, 
cabinets and accessories. (4) 


Plate and Stencil Filing 

Metal Specialties, Inc., 3547 Massachusetts Ave., Indian-’ 
apolis, Ind. A four-page folder covering uses and descrip- 
tions of the company’s Read-A-File steel cabinet for filing 
plates and stencils. (5) 


Paper 

Fox River Paper Corp., Appleton, Wisc. A portfolio 
including samples of the company’s bond and onion skin 
paper grades colored in “Arctic White.” (6) 


Temporary Office Workers 

Office Temporaries, Inc., 39 Cortland St., New York 7. 
Booklet, How You Can Do Temporary Work, detailing 
methods of registering, testing and job assignment 
pioneered by Office Temporaries, and designed specifically 
for housewives. (7) 


Sensimatic Accounting Machines 

Burroughs Corp., Detroit 32, Mich. Folder describing 
five series of Sensimatics—the two-totals 100, the five-totals 
200, the eleven-totals 300. the nine-totals 400, and the 
nineteen-totals 500 series. (8) 
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Office Furniture ' 
Steelcase Inc., Grand Rapids, Mich. 
Booklet, in color, illustrating the new 
Steelcase Custom Line of office furni- 
ture as placed in various new offices 
throughout the country. (9) 


Steel Equipment 

Equipto Div. of Aurora Equipment Co., Aurora, Ill. 
New 1957 reference manual, 48 pages in length, analyzing 
various types of steel shelving, drawers, lockers, and other 
storage, store, cflice, warehouse and shop equipment. (10) 


Metered Mail 

Pitney-Bowes, Inc., Stamford, Conn. Still Doing It the 
Hard Way? Second printing of a booklet describing “mail- 
ing misadventures” in typical office, with humorous full- 
color cartoons by Ted Key. (11) 


Floor Boxes 

National Electric Products Corp., Gateway Center, Pitts- 
burgh 22. Booklet illustrating the “800” Series Floor Box, 
component parts and service fittings, together with dimen- 
sional data, photographs and descriptions. (12) 


Packaged Air Conditioning Units 

Typhoon Air Conditioning Co., Brooklyn 15, N. Y. 
Bulletin 218, describing the company’s 3-, 5- and 8-ton 
packaged air conditioning units and illustrating styling and 
installation of these units, with a table of specifications and 
ratings included. (13) 


Stencil Ink 

Milo Harding Co., Box 3846 Terminal Annex, Los 
Angeles 54. Booklet, Tempo Jetdry Ink, explaining various 
uses of this ink in stencil duplication. (14) 


Xerographic Visible Records 

The Haloid Co., 2-20 Haloid St., Rochester 3, N. Y. 
A 4-page brochure on the combination of Acme Visible 
photo panels and the xerographic copying process. (15) 


1956 National Business Show 

National Business Show. 33 W. 42nd St., New York 36. 
The 1956 edition of the National Business Show Catalog, 
providing specific data on most of the 414 different product 
classifications displayed ia the 365 exhibits in the Show. 


(16) 


Photo-copying Equipment 

The Haloid Co., Haloid St., Rochester 3, N. Y. A 4-page, 
2-color brochure describing use of Rectigraph photo-copying 
equipment by the Gillete Safety Razor Co. (17) 


Hiring Office Personnel 

Martin Publishing Co., Box 481, La Mesa, Calif. Copies 
of a booklet entitled How to Hire Office Personnel— 
covering recruiting, screening, testing, reference checking, 
and interviewing—are available by request on company 
letterhead, stating the official position of the person to 
receive it. (18) 
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Business 


on Bassick casters 


...in this “Office-of-the-Year” 
Merit-award-winning Texas bank 


machines go 


Republic National Bank of Dallas’ new 40-story building 
is the last word in luxury and efficiency. 

On the fourth floor the accounting, bookkeeping, mail and 
transit departments are equipped to handle 290,000 individ- 
ual items of business a day swiftly and efficiently. Part of that 
equipment is the forest of business machines you see above 
on Bassick casters. 

Smooth rolling, easy swivelling Bassick casters belong in 
a merit-award-winning “Office-of-the-Year.” They move qui- 
etly and protect floors and furniture. What about Bassicks 
in your office? 

Ask your office appliance dealer for Bassick casters. THE 
BASSICK COMPANY, Bridgeport 2, Conn. In Canada: Belle- 


ville, Ont. mu 


Bassick Rubber-Cushion glides are 
another way to protect office floors 
and furniture. Broad flat hardened 
steel bases slide quietly, easily, never 
pock mark floors. Rubber cushions 
take shock loads. Adapters for 
metal or tubular furniture legs. 


Bisa 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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Basos 


... makers of permanent 
prestige business papers 


WRITE ON YOUR BUSINESS 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


CHECK RECORDS SYSTEM (PATENTED) Right to Man- 
ufacture, sell and distribute new do-it-yourself bookkeeping. 
Any reasonable offer considered. Huge profit opportunity! 
Dept. #8288. Chas. Ford & Assoc. Inc., 6425 Hollywood 
Blvd., Los Angeles, Calif. 

FOR SALE: Model 1955B Addessograph with double lister, 
Model 6381 Graphotype, cabinets and one hundred drawers. 
Excellent condition. Crescent Manufacturing Company, 657 
Dearborn, Seattle, Washington. 

FOR SALE: TWO CLARY check out Registers Model 304 
Nos. about 40,000 also 14303 model. All brand new. Never 
used. Will accept offers for any one or all. Write OM 260 
WANTED—FOR CASH. BOOKKEEPING Machines, Cash 
Registers, Brandt Coin Changers. Advise model and serial 
numbers for our quotations. L. A. Pearl Co., 140 W. 42nd 
St.. New York 36, N. Y. BRyant 9-1459, WlIsconsin 7-1220 


WANTED—ALL TYPE OFFICE Machines, Filing Equip- 
ment, Office Furniture, Kardex, Acme Post Index. Will exceed 
a manufacturer's trade-i -in allowance. Write, Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


WANTED: BURROUGHS 7200, M231, M235, M806, Na- 
tional 20613—(124-2X) 18; class 31 and model 2000 Analysis ; 
Remington 685 ¢Y175,000, ’ Addressograph 1900 +400,000. Ad- 


vise full model, serial, price. William Marions, 241 Cedar 
Lane, River Vale, N j. 


WANTED—SUNDSTRAND and BURROUGHS Bookkeep- 
ers, also Remington, National machines. Indicate details, mod- 
el, serials. Gibian Business Machines, 128 Lafayette Street, 
New York 13. 


FOR SALE: Burroughs 13-column Bookkeeping Machine. 
Style 21 13 00, for Accounts Receivable posting. Will accept 
best offer. Wells Chair Corp., Box 230, Michigan City, Ind. 
VICTOR VISIBLE POCKETS 8 x 5. New. Large quan- 
tity available. 2!%4c each, F.O.B. Los Angeles, in quantities of 
10,000 or more. McMahan Brothers Desk Co., Inc., 2220 So. 
Hoover St., Los Angeles 7, Calif. 

ELLIOTT-FISHER MACHINES, calculating machines, add- 
ing machines—all office —_—™ bought and sold. a 
Crowley Company, 906-908 N. Water St., Milwaukee 2, Wis. 


WANTED: Bookkeeping and Billing Machines, Calculators, 
Comptometers, Adding Machines, etc., any style. Quote com- 
plete description and best price. AMERICAN oe 
MACHINES, Inc., 573 Broadway, New York 12, 


CASH PAID for Elliott Addressers, Varitypers, Multiliths, 
Multigraphs, Hand Printing Presses, Ditto, Mimeograph. Give 
best cash price, details. Dixie Service, King, N 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Busi- 
ness Computers.” Business Electronics Inc., Educational Sec- 
tion, 420 Market Street, San Francisco 11, California. 


$1,000.00 PER MONTH POSSIBLE. Collection Office Bus- 
iness. Learn fascinating profession by home study. Free book- 
let. Franklin Credit, Roanoke 7, Virginia. 


Positions Available 


SALES MANAGER—OFFICE FURNITURE. We have 
immediate need for outstanding man, thoroughly versed in 
office furniture sales & management. Not over 40 years old. 
Lifetime opportunity with one of largest retailers in East. 

rite, giving full data, salary expected, when available, snap- 
shot. Our staff knows of this ad. O.M. 255 


Positions Wanted 


ACCOUNTANT AVAILABLE on per diem or temporary 
basis for Systems, Procedures, Cost Accounting, Inventory 


control and Auditing in New York and New Jersey areas. 
O.M. 252 


FEBRUARY 1957 


12" Knob Rule 50c 


FAIRGATE 


RULES & DRAWING AIDS OF 
HARD ALUMINUM 


2 
THE FAIMOATE RULE COMPANY 
A eons 


24°" Rule $1.10 


Modern, time-saving, double duty. In 
special sizes for office use. And they 
cost no more. 


THE FAIRGATE RULE CO. 
Cold Spring-On-Hudson, N. Y. 
Ha a ny 


At your dealer or 
write for catalog. 


12"' T-Square $1.00 


‘SORTKWII_ 


oa? Fl , 


FINGERTIP 
PREPARATION 


TO HANDLE “PAPERS ; FASTER! 


Made of highest quality cosmetic ingredients. 
Cannot irritate skin. Once your customers 
try it, they'll never be without it. 


Write for FULL information 


LEE PRODUCTS CO. 
Minneapolis 8, Minn. 


2736 Lyndale Ave.So. & * 


“ AY SI § “~ 
500 est Z 15 om MANUSCRIPT } 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 GAAS 


FOR « 
_GLIP YOUR LETTERHEAD'T0 THIS AD... $300 100 
MAIL FOR FREE PROOF . 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST ST., BIRMINGHAM 5, ALABAMA 


fam SAVE on INCOME TAX 


CUA —use BEACH'S Expense Books 


Expense ONLY definite, itemized 


Books records of business travel 
oo? Eg expense allow you safe 
deduction. In BEACH’S 
they're kept easily, items 
entered as incurred. You 
Weekly and will have uniform, perman- 
Monthly Books, ent records. Thousands of 
Weekly Sheets firm's always use BEACH’S. 
At your stationers; or write 
Sturdy, Conven- 
ient, Complete. BEACH 
Vest-pocket PUBLISHING CO. 
Size 19829 W. McNichols Rd. 


Detroit 19, Mich. 
93 


ie Be ae 2 —_ . Zi zs q . . / e . 
Pe 
Been 
te 4 ca ; 
he ee ae 
e- ' 
4 S fi 
a TI sn. AION : z - 
ra 
93 | = Ne Fe < 2 a 
r PY) hem 
4 - 
«86 : 
al pe 
, 4 “ 
PE ~ 
a — : ’ rom 
. 69 
Cover | re ‘ “Tay. 
, = — ee ae \ 
_s ug joue- VS <a Pee 
A v0 awe poi ss bes Fe 
ina \ SS a ee : 
- \ 973 0 ee DO ae — ee 
bei 
—~ ak 
. 89 k 
. 8] : 
7 | Be 
ee 
| : ; 
— : s 
a - 
1" EBON BERTIE SUES EES BOO SIE ETI ERTIES y 
8 GENUINE ENGRAVED] [i 
| DEMERIEIBAIDS al 
<3 
i | r 
— ™ fag ie 
. = ies 5 
| 
= = | 
| | as 
if Fee 
~<a ; t 
— pa SS os 
45, 46 
.. 80 | 
<a = — 
<i f Ra 
a a ( J 
.. & — oi iis 
. ae - 
oe = 
I 
3 | ee bs 
d Seals 
a | = se 
wr. 
— 1% 
wn, Inc. ’ 
a —— % 
PC = 
[ENT + 
—, we Ay ; a j — | oe eS ae he a fo. ee a ee fe ee ee 
ee ek. ce UP . oe iin ae Se! ae 2%. a roe il +, ies rer 


Obtain New Catalogs 


INQUIRY SERVICE 


GET MORE orca sanasanat 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 


tion on the products advertised in 


e this issue. Advertisements are identi- 
° fied by their respective page numbers. 
= - Cl. : Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


On New Products 


re Simply circle the 


respective numbers 


in coupon below 
and Helpful 
Just circle the numbers on which you 


Literatu re want further information; fill in your 


name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK .. . FOR PROMPT SERVICE 


Pl f d to th ectiv ies, t f 
OFFICE MANAGEMENT further information on the items we have circled below. 
212 Fifth Avenue, New York 10, N. Y. ee ee ee a oe 
FEBRUARY 1957 ADVERTISEMENTS 
(Circle respective page numbers on which ads appear) 
2nd Cover 22 66 82 CI 
3rd Cover 39 ae 82 SPC FEBRUARY 1957 
4th Cover 40 68 83 NEW PRODUCTS ITEMS 
3 41 69 84 TSC CATALOGS AND OTHER AIDS 
4 42 70 84 GS 
6 43 71 85 (Circle respective item numbers) 
7 44VPC 72 PBI 86 MCC 
8 44CES 72 EPC 86 JDC : 
9 43 73 87 A-l B-1 C-1 1 10 
10 46 74 88 GAC A-2 B-2 C-2 2 11 
11 47 75 89 A-3 B-3 cz 3 12 
12 58 WAF 76 API 90 A-4 B-4 C4 4 13 
. = a ACS A5 B5 C5 5 14 
15 61 78 GJA 93 FRC A-6 BE C6 6 15 
16 62 78 SCB 93 LPC 7 16 
17 63AAL 79 93 DEC 8 17 
18 63 BMC 80 AWF 93 BPC 9 18 
19 64 80 CCS 
20 65 81 
1 NORPRO Re ai a bP AR Tar RE a al MEN sis: huck needa. 60k ates February 1957 Issue, 
RN octet eae en nee eua oe uae netsh canGh abinbenchwewkaeecaaotan wesc ee Office Management 
Ne ine nahi Ae ts a EN aera osha h ena whieh ata wai abana lan sa ade ewww 
d This inquiry form good 
MURR Ret  ctrrareie nae yee on e.s oe Seek ie suai ween ME <cpie eee eet until March 15. 1957 
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'4 Reasons to take 
a new look at 


rotary card filing 


4 
Y 4 
a 


A 


“4 
4 


EMOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- 
File holds cards without mechanical attachment. No wear on card 
r clerk. Ups efficiency. Gives real finger-tip control. 


FILING IS FASTER, REFERENCE IS QUICKER with Mosler Revo-File as 
- cards come to clerk” instead of clerk going to cards. Note auto- 
) Matic visual ‘““V” permits easy reference to any card. Revo-File 
available in manual or electric automatic selector models. 


* * * * * 


For ¢ heyy filing Mosler Roto-File can accommodate 
/™ore than 80,000 cards . . . has all the exclusive features 
| of Mosler Revo-File. Several clerks can work at same time. 


ee @ eo oe «& & «& © & & 2S © Oe © 6.6.6 + 2 eo eS @ © @ © oe Oe. © @ @ oe « @ 6 68S 6 42S 2 6 6 6.8. 29. 262 BO OaMmmaaeaeaeeaeeteaeaeeeeceeneeaeeceeaeeeaeeceeeaadce & 


1 


——-----------4 


USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans- 
¢ position is needed. You save an average of $200 in change-over costs 
plus big savings in time, space, money over old-fashioned filing. 


CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of its 
e type that doesn’t rely on notched cards that wear out in use. 

The patented, exclusive belt method of holding records in file 

assures complete protection against card ‘fall-out’ or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 
If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


Department OM-173, REVO-FILE DIVISION 
THE MOSLER SAFE COMPANY, 320 5th Ave., New York I, N. Y. 


Please send me complete information on Mosler Revo-File and how 
to modernize an active card file in minutes. 


NAME POSITION___ 
COMPANY 

ADDRESS. 

CITY. ZONE STATE 
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GLOBE-WERNICKE makes business a pleasure 


Is your desktop cluttered with important, but often idle, business 
aids? Put the problem behind you with a versatile Streamliner Cre- 
denza by Globe-Wernicke. A handsome addition to any office, your 
credenza lets you keep those necessary business tools out of sight and 


out of the way, but always within easy arm’s reach. 
You build your own Streamliner Credenza, choosing from many 
components with a wide range of function: vertical files, bookcases, 


q ¥ 

oe open storage units, closed cabinets, telephone stand. And the com- 
on ponents you select are joined beneath a linoleum or heat-resistant 
Se. . . 99: . . 

ae plastic top in lengths from 33 inches to 100 inches . . . featuring square 

-— 


or molded edges. 

For the complete story of work-engineered Streamliner 
Credenzas on the job in your office, just have your secre- 
tary call or write your nearest Globe-Wernicke dealer* 
and ask for our free illustrated brochure. Or, if you wish, 
write us direct, Dept. G2. 


*Dealers listed in “Yellow Pages” 
under “*Office Furniture.’* 


CINCINNATI 12, OHIO 


FOR 75 YEARS, MANUFACTURERS OF THE WORLD’‘S FINEST OFFICE EQUIPMENT, SYSTEMS AND FILING SUPPLIES 
For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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